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FOREWORD^ 

This guide was developed from the au^or's expeirience in, conducting 
workshops on data base management fqr public school evaluatorsr 
adnfinistrators, and other educators. The narrative portion' of the 
guide corresponds to thp information used to describe 'this *^mputeri 
application. It is not necessarily a' script^ bu£ rather it . 
contains' the type of information that has proven to be of valu6 to « 
people just learning about data base raangement systems. The 
example discussed in the narrative has been generated with DB 
MASTER (Stoneware Inc.^ San Rafaelr CA),. A set of utility and file 
•diskettes developed using DB MASTER which contain the ex2unpl^s used 
in this guide is available from the Research on Evaluation Program 
for the cost of the diskettes. The DB MASTER program is needed to 
use these disks. Notes on the actual use of DB MASTER are enclosed 
in parentheses. "There are other comparable programs^ and the use 
of this program is not meant as an endorsement of DB MASTER. ^ ' 

This guide should prove valuable to an evaluator who wishes to 
l^arn h6w a program like DB MASTER can be used for evaluation since 
it provides an indeptti description of this system. The guide may 
also be used as the bi^sis of a lecture/demonstration of the « . 
capaipilities of such systems. - • ^ 

It is assumed that the person using the guide will be familiar wi^h 
the major terminology r character istics^ and operation of 
microcomputer technology. A pres^^ter should have enough 
, experience with microcomputers and application programs to respond 
to questions from people viewing the demonstration. A presenter 
should also become familiar with DB MASTER^ the program used as the 
basis for this guide, or any other program to be demonstrated, 
through use and reference to the program manual. 

Of course, the best way to present a^ lecture/demonstration is to 
have a microcomputer system available^ with a large monitor so tha^t 
participants can see the actual sS^eens used in creating and using 
the program;^ Examples of the screens and printed output fron^ the 
DB MASTER program are provided with this guide for illustjrative 
purposes. Presenters are encouraged to d'evelop their own <Jata b^ase 
and Handouts from information that will be of utmost interest to. 
potential participants. . t , , " 

The narrative and parenthetical (comments in this ^guide are not 
intended to replace the program manual, but instead to show how a 
program like DB MASTER can be used to accomplish tasks relevant to\ 
educat,ional evaluation. The reader is referred to the program 
manual throughout this ^uide for a more detailed discussion of 
certain concepts and procedures ^ ' ' 



Following a brief introduction, the guide *is organized ardund three 
sets of concepts needed to understand what data bases are and how 
to use them. One set of concepts concerns setting up a file. 
Another set has to do with how to use a data base. The third set 
•focuses on generating reports from the information in a data base. 
The Appendix, available as a separate document, is a series of 
tutorials which are brief descriptions of how to use the features 
of DB MASTER. 
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AN EVALUATOR'S GUIDE TO USING DB MASTER: A 
MICROCOMPUTER BASED FILE. .MANAGEMENT PROGRAM 



Keeping track of information is one of • the most time consuming 
tasks in conducting an evaluation. Respondent or subject lists 
need to be maintained with accurate and complete data. In some 
cases individuals need to be randomly selected for participation * 
Andr once selected their responses or scores need to be char ted <t 
at each point in time. . In addition to study participant data, 
information must be kept on project personnel, timelines and 
products. At various points during an evaluation, information 
must be analyzed and summarized in the form of reports. 

Currently, most of the information just described is recorded and 
stored in paper filing systems. A similar microcomputer based 
system may be thought of as an electronic filing system as 
illustrated in Handout 1. Like a paper filing system, an 
electronic filing system consists of a consistent set of 
records . Each record is a completed form and on each page of the 
form there is specific information. ^The items of information on 
the page are called fields. For example, the first page of a 
student data base might have fields which contain an 
identification number, the student's last name, first name, and 
middle initial, the student's grade, teacher, and school, .sex and 
racial data, and any other demographic information needed. The 
second page of a student data base may have a set of test scored 
over a number of years. The third page may have parent 
information such as parents renames, work and home addresses and 
so forth. Together, the completed pages of this form make up one 
student record, and all of the student records created using this 
form constitute the file . 

True data baise management programs allow one to gain access to 
many different files at once so that information from each file 
may be used, for ekample, to generate a particular report. Files 
for any one subject might include; an address file, a demographic 
data file, a test score file, and a notes and comments file. At 
different times information from one or more files may be desired 
eith^er in isolation or various combinations for purposes of 
review or reporting. 

A program like DB MASTER (Stoneware, Inc., San Rafael, CA) , the 
one used for illustrative purposes in this guide, ib more 
appropriately called a file management system since it can only 
work with one set oft information or file at a time. However, 
unlike some ^ile^jaanagement systems which limit the number of . 
fields in any one file to 25 or fewer, DB MASTER allows files to 
have up to 100 fields with a total of 1020 characters per 
record. It also provides a way to divide the file into sub-files 
so that .one/ does not have to work with all 100 fields at1|ne 
time. This feature will be described during the discussion of 
short forms. It provides DB MASTER with the ability to emulate a 
true data base management system. 




Data 3a&z ElemeTit^ . 

FIELD, PAGE, FORM, RECORD snd FILE' 



Each ilsrncfinfyrmaticn 
ISQDlied a FIELD. 



WyoLff-vKJzoxrzendtam firm 
•^arz called a^PAQE.. 




*Froin DB MASTER Program Manual, 
Stoneware, Inc., San Rafael, CA. 



i/sino ifJzcarrefbrmdnz 
\ i6^tmrds>6 FILL,. . 



'SxHfili&i-itifbrmJ5 
Cdliedo RECORD. 



OnetOTiinzpa^ah' 
combined fnfo <r FOR ISA. 



Handout 1 
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The following' are the general characteristics of data base 
management programs. 



Function: 



Advantages: 



Disadvantages : 



Facilitates the Storage /manipulation, and 
reporting of information 

Handles many kinds of information 

Vei^: flexible - can be used to create many 

diiEferent files (e.g., student records, 

personnel records^ equipment inventories) 
Easy to maintain information by editing, 

deleting, updating, sorting, and indexing 

recdrds 

Can be used to retrieve information about 
individual records or about groups of 
records meeting certain criteria amd 
generate repor ts for specific purposes 

Requires considerable time to set up 
Requires time to learn the operation of the 

more complex programs 
Lijpiited statistical analysis 
Requires trained personnel to maintain the 
' data base 

May limit the kinds and formats of reports 



In the following sections of this report, the features of 
DB MASTER are explored to illustrate the capabilities ot file 
management programs. The narrative portion of the text describes 
the general features of this computer application. The 
parenthical comments describe the actual operation 6f the DB 
Maste^R program. A student file for a Chapter 1 program provides 
the context of the example used in this report. A set of 
diskettes containing the file and utility disks for this example 
is :availalp*le from the Research on Evaluation /Program for the cost 
of the disks. The DB MASTER program is needed to use these 
disks. The process begins with setting up a file. 



Setting up a File . ^ 

As noted in the above list of characteristics, data, bases require 
considerable time and effort to set up and maintain. A 
systematic planning process can facilitate both the initial 
of a data base and its day-to-day use. In this 

' section, a five- step process for developing a data base is 
briefly discussed. This is followed by a description of the 
victual procedures used to set up a file ^system using the DB 

, MASTER program. 

Planning a File Structure ' 

There is a considerable amount of planning that has to be done so 

that (1) the creation of a file can be accomplished in an 

efficient manner and (2) the file will have Mximum utility. 

These steps may be used to guide the developiifent of a file*: 

1. Determine your goals. Be clear about what you want to 
accomplish with the file. ^ 

2. Specify the data needed. Sketch the types of reports 
you expect from the file. Develop a list of needed 
fields. Consider the requirements of each' field. 

3. ^ Setup the file. Enter the file as you have designed 

it. Enter some sample cases. Practice working with the 
data base. 

4. Design the reports . Refine the sketches of reports. 
Enter report formats. Practice generating various 
reports. 

5. Revise. Learning from your initial mistakes/ start over 
with an improved design. , Repeat as necessary. 

6. Pilot test . Use the file with real data for a period of 
time. Manually confirm that the results are correct. 
Plan on revising again. 

The following discussion -^-concern^ step one, determining goals and 
step two, specifying data needed. The bulk of this guide 
concerns the content of steps three and four, that is, ^setting up 
and practice manipulating a database (3) and generating 
reports (4). Based on the experience gained in these steps one 
can plan the revision and pilot testing of a data base, steps 
five and six of the above process. The terms file^ and data base 
are used synonymously in this guide. 



* From Deck, D. Chapter 1 Technical Assistance Center, NWREL, 
1983. 
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Defte^roine goals. In order to match requirements with the 
capabilities of a given data base management system, it is 
important to start with a set of goals for the use of the 
system. A good way to determine goals is to analyze the 
characteristics of the filing system that is to be transfered to 
a microcomputer or if such a system does not yet exist, the 
characteristics^ of a comparable file. These characteristics 
include (1) the desired size of the data base (i.e., th^ total 
number of records anticipated and, approximately , how much 
information will be in each record) and (2) the anticipated us^s 
of the system (e.g., daily updates and inquires, monthly 
reports). This information will help determine in general how 
complex and powerful a system is needed. V 

A data base with a small number of records (approximately 100-500 
records) each with just a few fields (15 or fewer) whiV:h are 
accessed occasionally would indicate the need for a simple 
system, such as pfs: FILE (Software Publishing Corp., Mt. View, 
CA) • These are relatively simple file management systems. A 
modest size data base with 500 to 1,000 records, to be used 
periodically to do some more, sophisticated manipulations and 
reporting suggests a system such as DB MASTER (Stoneware, Inc., 
San Rafae^l, CA) . A very compex data base made up of thousands of 
records and numerous files with demanding reporting requirements 
would need the pow^t and flexibility of dBase II (Ashton-T^,tg>v 
Culver City, CA) . These are sophisticated relational data 
bases. After completing the next steps one .would be ready to sit 
down and try out the data base(s) vAich seem appropriate to the 
task. ^ . ' 

Specify the data needed. Using exajnples of previous, reports and 
forms from other similar data bases one can identify the specific 
fields needed and their requirements. Fields are the discrete 
pjLeces of information that appear on each line of a form. Fields 
may have such titles as NAME, ADDRESS, OCCUPATION, or RESPONSE TO 
ITEM 1. The requirements for each field includes its nature and 
length. The nature of a field refers to the type of information 
in the field. For example, with DB MASTER the following types of 
fields are allowed: 

• A number alone 

• A combination of letters and numbers, or symbols (alpha- 

numeric) 

• Dollar amounts 

• Social security number 

• Telephone number 

• Yes/no response 

• Date 



Program Efficiency . The efficiency of a program depends on the 
way it stores and retrieves information. For example, a good 
program will^take into account the special arrangement of social 




security numbers , telephone numbers and dates so that these will 
be stored as numbers and yet appear on the* screen in their, 
typical format. ' %^ 

The length of each field and the total length of each record will 
determine how many records' can be stored on a diskette and how 
quickly records can be retrieved. Therefore, a field's length 
should be carefully determined. DB MASTER limits the size of any 
given field to 30 character, but from 3 to 255 consecutive 
recurrences of a character, such as a blank, are stored in only 
two or three bytes. In this way space for information of 
undetermined length is provided in a relatively efficient manner. 

Specifying fields and their characteristics . The DB MASTER 
manual provides the screen layout form which apprears in 
Figure 1. At the top of this form is a grid which represents a 
screen page. The minimum and maximum lengths associated with 
each field type appear at the bottom of the form. A form like 
this should be used to specify the fields of a proposed data base. 

•♦(At this point it is useful to ntove to the computer and get 
ready to actually set up a data base. Insert the program 
diskette into drive 1 and start the system. Following the 
directions which- appear on the screen go through the steps needed 
to get to the screen which gives you the choice of INSERTing a 
UTILITY DISK from a previously developed file or PRESSing ESCape 
to CREATE A NEW FILE. Along tlje way describe the hardware 
configuration to be used in the demonstration, e.g., 
Apple II Plus computer with 64K of RAM, two 5 1/4 disk drives, 
monitor, printer. Note that the DB MASTER program needs at least 
48K of Ram, two or more disk drives are helpful, and it is 
preferable to have a printer. To demonstrate how to set up a 
file press 'ESC', ENTER TODAY'S DATE, and press RETURN.) 

Setting up a File 

DB MASTER is unusual in that the first step in setting up a file 
is to assign passwords. :|. 

Passwords. The first step in setting up a DB MASTER file is to 
specify whether or not to assign passwords to protect the 
information in tlie file. There are three levels of pass^^ords. 
The lowest level restricts a person to just reading the data in 
the file and, if one so chooses, some of the fields are hidden 
from the vi6w of a person with this pass word. The second level 
allows the normal use of the data base which includes reading all 
of the fields, entering data, deleting records, and so on. The 
highest level allows one to change the other passwords. The 
availability of passwords is especially beneficial if the file 
contains confidential information such as personnel records. 

*The material in parentheses are notes to those readers who will 
be using DB MASTER to follow the example. 

■ 6 • » < 
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Figure 1 

D D MASTER SCREEN FOI^M LAYOUT SHEET * 
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EAOf rmS> HAS 2 IfNGTHS ASSOOATED VITH IT: 1. # OF 04AfUCTCRS IN HELD 
2. MAX. # OF »AaS IT CAN OCCUFY ON SCREEN, mOUMNG S . -. (Y/N), ETC. 

use 2ND (fiMATER} UNGTH IN DESIGNING YOUK FORM ABOVE. NOTE IST (SHORTER) 
FIGURE AT EACH FIELD TO REMIND YOU OF LENGTH TO ENTER INTO COMPUTER. 

TO OCTERMINE 2ND LENGTH, USE THE FOLLOWING RULES: 

RELDTYFE 



ALFMANUMERIC 

0-253 

•f /- 32767 

FLOAHNG F04NT 

DOUAR/CENTS 

YES /MO 

SOOALSECURrTY 
TBfPHONE NUMKR 
DATE 6 AUTO DATE 



# TO ADO 

TO 1ST LEN. 

9 
9 
9 
9 
4 



MINIMUM 
2ND LENGTH 



MAXIMUM 
2ND LENGTH 

33 

6 

9, 
11 
IS 



2ND LENGTH - 9 
2ND LENGTH - 14 
2ND LENGTH - IS 
2N0 UNGTH - 11 



DO NOT USE UNES 1. 29 OR 24. DO NOT GO BEYOND CHARACTER POSITION #39. 



*From DB MASTER Program Meinual, 
Stoneware, Inc., San Rafael, CA 
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(For ^the purposes of this demonstration , the presenter should 
indicate N (no) passwords and press RETURN. The program will ask 
for the MASTER PASSWORD so that passwords can be added at a later 
date. Enter a word such as DEMO or the name of the file you are 
creating for the master password and press RETURN. Once thi^s 
step is completed, a screen lik^ the one in Figure 2 will appear; 
press RETURN to get to the file creation screen.) 

Creating a file. With DB MASTER a file is created by designing 
the pages of the form for each record. Figure 2 shows that 
development is guided by a screen which has the rows and columns 
numbered for easy reference. At the bottom of this screen the 
various field types are listed for easy reference as each field 
is described. (Presenter should just mentiqn each field type 
here. The specific -characteristics will be demonstrated 
shortly.) 

The first step in creating a file with DB MASTER is to decide hov?. 
the file is to be organized; that is, what the primary key is to 
be. The primary key has the same relationship to a data base 
that a main entry card catalog has to a library. The "records" 
in the library are organzed by some shelf location code. This 
code consists of an indicator for the subject area, a code for 
author's last name, the publication date, a title code, the copy 
number, and so forth, until that "record" R uniquely identified.' 
Similarly, the primary key is a listv /telling the program where to 
find each record in a data base. It may be simple as a Social 
Security number or it may be more complex and, for exaiiple, 
consist of last name, firstnamp, and birth date. The major 
characteristic of the primary key is that it uniquely identifies-* 
each record 1 

It is often the case that records are not entered in primary key 
order. For example, the students in grade one may be enteied 
after the students in grade five even though their identification 
numbers come earlier in the sequence. The primary key is used by 
the program to find each record. The shorter the key the quicker 
the program will be able to operate. Of course, there are many 
ways to organize the records in a data base. In fact, they may 
be sorted according to any of the fields in a record. These 
other organizations ar^ called secondary keys and are very 
helpful if the user wishes to review a group of records organized 
in a particular way, say, by zip code in alphabetical order by 
parent's last name. 

fChoosQ a numeric field for the firs^ field of the file. This 
will allow. you to illustrate the use of a unique number as a 
primary key and to illustrate the three types of numbers that DB 
MASTER allows. Call this field STUDENT ID. Indicate that it 
will be .a mediuih sized numbep , +/- 32767, choice 2. Place it in 
VERTical row 3 and HORIZontal column 4. Indicate that the 
MAXimum LENGTH is 4. Finally, since this number will be unique 
to each record it will not have a DEFAULT value, just press 
RETURN to indicate no default. At this point the program will 
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Figure 2 



create a file dy designing its form. * 

PlQC# th» fields you wont wherever you Wont rhem on your saeen: 



use THCSC SCAUS to 0400SC 
1HC HOMZOHTAL AHO VlRTtCAL 



VOUMnCLOSWUiAmAA 
TIC 5CMCN AS YOU AOO Tf€M 

ToiwroM. 



naiNTMCOLAMUNWTO 
lUHDYOMFO^ 



DYNAMIC PMOMTHNG aM) Mm 
THC tNFOIMMATlON YOU NOD ON 
YOUiiSCMCH. 



KEYOKUCOM>L£N6TH: 
MAX.Krr«d5DYTO 
MAX.PIECOM>« 1020DYTI5 




MOW TO MOVt ON TO 

NCXrSTV. 



usTorncLDTYm. 

CUMOtT roMM "PAfiT NUMK^ 



*From DB MASTER Program Manual , 
Stoneware Inc., San Rafael, CA. 
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agk you if you want to ADD ANOTHER FIELD TO the primary KEY. 
Answe%N ,(no) , press RETURN and procede with th.e eatry of the 
other^ields in thte file.) , . 

Once the primary key has been established, the next step is to 
lay out the rest of the fields ^n a record. Thfese can be 
numeric, alpha numeric, or special fields like yes/ no, social 
security, telephone, date, and so on. The fields of a record 
should be organized into logical sets and may be allocated to 
separate pages if necessary. . 

(See the "pages" shown in Figure 3 for suggestions about field 
type, location, ahd length. Some special feature of this program 
are illustrated by the fields shown on these pages. Fcuniliarity 
with this program and its manual will increase your ability to 
demonstrate its special features and describe their utility to 
participants.) 



Figure 3 

Sample Form Pages 

Page 1 Special Feature 

I* 

1234567890123456789012345678901234567890 . 

' 1 . 
2 

3 STUDENT id:.. (NUMERIC, +/-32767, LENGTH 4, 

4 Primary Key) 

5 LAST NAME ... ^ (ALPHA, LENGTH-15) 

6 

7 FIRST NAME ^. (ALPHA, LENGTH-15) 

8" 

9 ,SS # .. - - * (social security number) 

10 ^ 

11 INS?(Y/N) DATE . . (VERT-11, HOR 20) 

12 

13 CURRENT SALARY $.. . ^ (MAX LENGTH-8) 

14 RETIREMENT- $. . . (MAX LENGTH-7) 

15 (and so on) 



10 

20 



Page 2 



Special Feature 



1234567890123456789012345678901234567890 
1 

2 DOCTOR'S NAME 



3 
4 

5 



TELEPHONE (395) 

SPECIAL .. ^ 

' 6 MEDICAL . . ____ 

7 INFOKMA .. 



8 
9 



\ 



(ALPHA) 
LENGTH-15) 
(DEFAULT-395) 



(and so on) 



? 



(ALPHA, may ise blank) 
LENGTH-25) 

(ALPHA, may be blank)»^ 
, LENGTH-25) 

(ALPHA, may be blank) 
LENGTH-25) 



The following are features illustrated in Figure 3: 

• The name fields illustrate the typical alphanumeric 
field. 

• The Social Security field shows how these numbers are ^ 
automatically formatted. 

• The insurance (INS?) field is a YES/NO field. 

• On the same line is the DATE of enrollment field 
illustrating that two fields can be on one line as long 
as you do' not overlap the fields and each one is given 
enough room.^ 

• The current salary field illustrates the format for a' 
dollar field. 

• The retirement (RET) field is a computed field created 
by multiplying the current salary field times the . 
percent of salary that is contributed to the retirement 
fund (e.g. , 10%) . 

• The fields on page two are related to medical ^ 
concerns. This is a simple example of the way a file 
might be organized with each page pertaining to a 

certain aspect of a person's record. \ 

■ - - % 

• The area code of the telephone field is defaulted to ^ 
(395). 

• Three fields are allocated for SPECIAL MEDICAL 
INFORMAtion. If due to lack of information there are 
many blanks in these fields DB MASTER will store those 
in an efficient manner so that excessive disk space is 
not utilized. 
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(After the fields oh each page of the the, form have been entered 
a COWr/S will indicate that the page is completed. The program, 
will then give you an opportunity to see the page as it will 
appear to someone entering data or reviewing a record. If you 
want to make changes on the page you must press ESCape and follow 
the directions provided by the program regarding editing. \ When^ 
all changes are made, typing and pressing RETURN will allow you 
to continue. * 

At this point you may ENTER the NUMBER for SECONDARY KEY. This 
* option should be taken only if the field will be used often to 
search for records. With DB MASTER secondary keys can be added 
at any time. Since they slow down data entry , it is not 
appropriate to indicate any at this time. . Therefor e, ENTER 0, 
and press RETURN) . See the program manual .for a detailed 
discussion of secondary keys. 

Now the program asks if you wish to ADD ANOTHER PAGE. Add page 
two. When you are finished with this part of the demonstration 
type N [no, you do not want to add another page) and press . 
RETURN. Give the file a name (e*g^ DEMO), press RETURN. The 
program displays page ONE, the record length and key length. 
Press RETURN to see the next page. The program will now ask, if 
you wish to CREATE a FILE or START OVE;r. It is generally not 
necessary to show people the mechanical process of setting up the 
utility and file disks for this program although you should have 
experience doing it. Therefore, at; this point press ESC to START 
OVER, to continue with the demonstration. The program asks if 
you are SURE you want to START OVER. Type Y (yes) and press 
RETURN. You can now start to create a new file by setting up 
passwords, or press the control and C keys at the same time to 
return to the beginning of the program. Press CTRL/C.) 



Using a Data Base 

The file shown in Handout 2 is the one to be used with the rest 
of this demonstration. It is called STUDENT DB. It has 39 
RECORDS. Each record is 222 characters long. Due to the ability 
of the program to efficiently use disk storage space the primary 
key takes up two bytes of memory even though it is a 4 character 
integer. These are 33 fields in each record. Their names, 
whether they are part 6f the primary or secondary key, if they 
are read protected and the field type and length are all paft of 
the file description printed in Handout 2. 

(Pressing CTRL/C returns you to the title page of the program. 
PRESS RETURN TO CONTINUE. The screen in view shoul^a be the 
screen which gives you a choice of either inserting a Utility 
Disk to use an already existing file or pressing ESC to create a 
file. This time insert the utility disk for STUDENT DB or a file 
you have created and press RETURN. The program will display the 
Main Menu, shown in Figure 4, after you have typed in today's 
date to record the day that the roost current work has been done 
with the data base.) 
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File Description Printout 
STUDENT D B 070 1S2 



39 RECORDS IN FILE 



REC.LEN.«182 



KEY LEN.»2 





PRIrt^ SEC 


READ 


FIELD 


FIELD NAME 


KEY 


KEY 


PROT 


TYPE 


LEN 


STUDENT ID* 


VPS 




NO 


INTGR 


4 


LAST NAME 


NO 


YES 


NO 


ALPHA 


15 


FIRST NAME «< IN 


NO 


NO 


NO 


ALPHA 

^^mI I Iff 1 


15 


BUILDING CODE 


NO 


NO 


NO . 


0-255 


2 


GRADE 


NO 


NO 


NO 


V ^ w w 


2 


CLASS CODE 


NO 


NO 


NO 


O— 255 




OTHER PROGRAMS 


NO 


NO 


NO 


INTGR 


5 


SEX 


NO 


NO 


NO 


ALPHA 




ETHNIC CODE ' 


NO 


NO 


NO 






PART. YEAR 1 


NO 


NO 


NO 


O— 255 




PRETEST YEAR 1 


NO 


NO 


NO 


Ml IMPR 




PGSTTEST YEAR 1 


NO 


NO 


NO 


NUI1ER 


4 


PART. YEAR 2 


NO 


NO 


NO 


O— 255 


1 


PRETEST YEAR 2 


NO 


NO 


NO 


NUMER 


4 


POSmfST YEAR 2 


NO 


hio 


NO 


NUMER 


4 


PART. YEAR 3 


NO 


NO 


NO 


O— 255 


1 


PROTEST YEAR 3 


NO 


NO 


NO 1 


NUMER 


4 


POSTTEST YEAR 3 


NO 


NO 


NO 


NUMPR 


A 

"T 


PART. YEAR 4 


NO 


NO 


NO 


0-2SS 


1 


PRETEST YEAR 4 


<N0 


NO 


NO 


NUMER 


4 


POSTTEST YEAR 4 


NO 


NO 


NO 


NUMER 


4- 


PART. YEAR 5 


NO 


NO 


NO 


0-255 


1 


PRETEST YEAR 5 


NO 


NO 


NO 


NUMER 


4 


POSTTEST YEAR 5 


NO 


NO 


NO 


NUMER 


4 


j^ARENT LAST NAM 


NO 


NO 


NO 


ALPHA 


15 


FIRST NAME(S) 


NO 


NO 


-NO 


ALPHA 


20 


STR/APT/PO BOX 


NO 


NO 


NO 


ALPHA 


22 


CITY 


NO 


NO 


NO 


ALPHA 


10 


STATE 


NO 


NO 


NO 


ALPHA 


2 s 


ZIP 


NO 


NO 


NO 


ALPHA 


7 


TELEPHONE: 


NO 


NO 


NO 


PHONE 


12 
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Figure 4 



= DB MASTER MAIN MENU = 
FILE NAME: STUPENT D B 
CHOOSE FROM: 

J 

(1) DISPLAY/EDIT/DELETE RECORDS 

(2) ADD RECORDS 

(3) LIST RECORDS TO PRINTER 

* (4) LOAD OR CREATE SHORT FORM 

(5) SET UP OR PRINT REPORT 

(6) FILE MAiNTENANCE 

(7) LOAD OR CREATE NEW FILjS 

(8) CLOSE FILES AND- EXIT 

ENTER YOUR CHOICE (1 to 8) : 



Figure 4 shows the choices presented on the main menu of the DB 
MASTER program. Each choice is related to a particular way that 
the program can be used. The following discussion briefly 
describes what each choice m*eans. 

The -first choice (DISPLAY/EDIT/DELETE RECORDS) is the one used 
m©st\ of ten> hence its placement at the top of the list. With 
this'choice the file is entered arid records can be examined one 
by one, or in predefined groups. Once the record or records to 
be displayed have been found, one can (1) change them if a 
student has moved from one school to another, (2) update ,them 
when next year's scores come in, or (3) delete the record if a 
student moves from the district. 

ADD RECORDS ,_t^e'^'^e^ond choice, is also used often. Once a file 
has been created each time a new record is to be included, 
number 2 is chosen. 

There may be occasions when a complete printout of each record is 
desired: Choice 3 sends a whole file or selected RECORDS TO a 
PRINTER. This might be used to provide printed copies of records 
for students' cumulative folders, or simply as a backup in case 
of problems with a computer or the program. 




*A SHORT FORM is a portion of a complete, record. For example, it ^ 
may be that only new reading scores are t9. be added or parent 
address information is to be edited. Instead of sorting through 
the entice record' of each student to find the part needed, a 
short ^orm is created which displays only the part of the record 
of interest. Anything can be done with that part of the record 
^^hat can be done with the whole record (e*g. , display, edit, 
delete, add, list to printer). 

Simply listing the records to the printer does not provide a v6ry 
j^adable report. And there is no flexibility in the way the 
, recorxls are printed, except if a short form is used to identify 
just a part of the record to be printed. A good data base 
program Will help tp SET UP OR PRINT a REPORT by gwing control 
over the wiay records are selected and sorted, and the way 
particular fields in a record are included in a report. It may 
even allow for the creation of new fields which are computed 
using existing fields, and for summary statistics relative to 
various fields. 

FILE MAINTENANCE concerns the technical aspects of making backup 
copies of a fi^e, and other housekeeping tasks. Two special 
features o£ DB MASTER which ^re accessed using the file 
maintenance module are the reblocking and long code description ' 
options. Reblocking reorganizes data to efficiently use disk 
storage space, and it can be used to make backup copies. Long 
code descriptions may be used to develop percentile to Normal 
Gurve Equivalents (NCE) conversion tables or to assign, names to 
coded information such as school building codes. 

With the DB MASTER program, only one file can be used at a time. 
Therefore, if you wish to change files or to develop a new file, 
you make choice number 7 (i.e., LOAD od CREATE NEW FILE):. 

Number 8 is important because it allows the program to turn 
itself off rather than stopping in the middle of something and 
take out the disks. Allowing the program to CLOSE THE FILE AND 
EXIT, gives it a chance to insure that everything is ^one 
properly. 

(These minu items need not be described in full detail, but the • 
presenter should be familiar enough with them to answer general 
questions. File maintenance is the only substantive item not 
discussed directly in the remainder of this guide. "Load or 
create new files" has already been extensively discussed, and 
"close files and exit" is adequately covered in the brief 
description just provided. Presenters shou].d become quite 
familiar with the File Maintenance, option, since it contains 
iihportant features sueh as reblocking files to conserve disk 
spkce and to make backup copies and the specification of long 
code descriptions. The topic of long code descriptions is 
discussed under ^reporting" in the' body of this guide and under 
"speeding data entry" in the Appendix.) 




• ' . ■ . ■/'"■■.• 

• ' ' / ' ' 

Display/Edit/Delete Records / ■ 

(To select ifienu iteiri number 1, type 1, press RETURN. 'You will 
have to insert, the FILE DISKETTE into the disk drive specified by 
the program so that it can retrieve the record(s) you wish. to 
display, edit, or delete.) 

Selecting the first option on the menu, DISPLAY/EblT/DELETE 
RECORDS, provides the opportunity to review and change records 
/ which' already exist. After selecting the first option, a blank 

version of the first page of the rfecord is displayed. 

' ■* ' 

^ (The first screen contains a lot of information. At the top left 

is the name^of the file. At th^ top right is the :number of the 
page in the redord that is displayed. In *the middle are the 
fields oil that page. ' At the bottom' are the various display/ 
edit, delete options. Press CTRL/F to enter the search mode.) 

Searching for records. The symbols on the first line at the 
bottom of the Search Screen represent the various seardh 
criteria. That is, there are several w^^s to locate an 
individual record or particular group of ''records. The choices 
are: range, AA RNG, anything included^ between . a set of letters 
or numbers; .wild card, *WLD CD, anything that begins with a 
/ particular letter or number or combinations of letters or ^ 
numbers? 'includes, ()INCL, anything that includes, not "just 
begins with, a particular letter or numli^er combinations of 
letters or numbers; any character, ?ANY, anything that has all of 
the other specified characters, and any character in the position 
replaced by the ?, e.g., V?N RYAN; relationals, < , 
anything related as shown to a particular character, number; or, 
letter. 

When Searches of different fields are combined, they will ' , 
typically be considered AND searches, that is, both 
characteristics have to be present for a record to be sel'ected. 
You may also request an OR search. In this case# the program 
will find alternative records given the' OR criteria. 

The last search option is a totals search; CTRL/Total. With the 
totals search, instead of showing .t^e records, the program will • 
clear the screen and display a running summary. As the records 
are found which match the criteria, the display will show the 
Count, Sum, Average, and Standard Deviation ifor the field 
"marked" with the Control/T. If, the field is non-numeric, only 
the Count will be displayed. 

(See the DB MASTER manual and the Appendix for more details 
concerning search criteria.) 

Range search example . One search option that is very useful is 
the one used to find records within a certain rsq^ige. - The rang^ 
/ is chosen by moving the cursor to the field that contains the 

■ ' 
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Figure 5 

' Seaurch Screen . 

D D'MASTER MAKES IT EASY TO SEARCH FOR RECORDS! * 
Just eni»r the fnforrnorlon fo seorch for on your form: 




J CAN SCAMH POU A MMjC 
OMt^^OniCOIlNUMCNC . 
VAIUC5. . ' 



TDim COnmOL/F (FOK RNO) 
TO KGm YOUR SCAMCN. OA 
CONmOl/Q (KM QfO.JQ - 

sCAJioi ronmc mtomUtion * 

OH THIS rOMMk OK" TNC DATA TO 
• KENimOOHAOOmONAL fOAMS. 



THE VIIO CAM) SAY5 TO 
KjNOI^EIHCKCSTOFniC REIO. 
ONIY MAT010H THE OCGINNING 
OtAlUCTm. 

TNC INQJUOIS'' SEAUCH LOOKS 
R3K THE 04MACTEM YOU ENTER 
ANVWHEK VITI^M THE FIELD. 
n>eEXMUMXWia RND MAPLE 
GUN. Glfi40ALE OR SOUTH GUN 
JUNCnOH,), 

THE SEARCH SYMBOLS GO ON 
THCTVOPERKX>SATTHE 
KGIIINING OF EA01 HEID. ANY 
OTHER CHARACTERS Wia SKIP 
TO THE UNOERUNCD PORTION 
or THE FIELD. 

QUESTION MAMS IN PLACE 
OF iOTERS IF YOU AM UNSUM OF. 
THE PROPER SPEliING FOR A * 
nELD'VCOHTENTS, *. ■ 



*From DB MASTER Program Mcimaal:, ' 
.'stoneware Jnc^, Sam Rafael, CA. 



information most important'^for that search. This might be last 
name, building code, parent's zip code, or whatever fact about 
the student is motivating the search. 

(For the purposes of demonstration, simply request that the 
program find the students with ID numbers ranging from 200 to 
210. ; , ' 

Type .in A A over the periods in the Student ID # field, where the 
cursor is flashing. At the bottom of the screen this will appear: 

- ENTER MINIMUM VALUE FOR RANGE =» . 
Type in 200, press RETURN. Then type in 210 after the word 
MAximum which also appears at the bottom of the screen. 

You may now select another search option, but instead, press 
CTRL/Find. The program will find record number 201. Move from 
r^ord to record in this range by pressing Control/N until you 
get to record 206. ^At this pointr distribute Handout 3, student 
record.) / 

On the screen is the first page of a record 206 in the STUDENT 
DB file. It includes student demographic information (e.g., 
ID #, Name, Building Code) . Wi-th the DB MASTER program, it is 
possible to set up records on a page-by-page basis. 

> .i 
(Display the record page by page by pressing RETURN.) 

Page two of the record has participation an^ test data organized 
so that a student's history can be reviewed easily. By using the 
totals search option in relation to participation, one can 
quickly get a summary of participation. 

Page two also pijpvides room for listing pre and posttest scores. 
With DB MASTER it is possible to enter Normal Curve Equivalent 
Scores (NCEs) in the student record, and then have the program 
convert them to percentile scores when it comes time to print a 
report by using the long code description option in the file 
maintenance module. 

AS many program years as desired can be included in a record. 
Prbgram years are given numbers rather than dates, so that old 
records can be purged and nfw ones inserted without having to 
change the field names. When a report is created, data can be 
labeled to specify calendar years corresponding to particular 
progrcun years. 

t!t..: 

Once the correct .'Record and page have been found, there are a 
number' of options; namely, edit, print,r^r return to the main 
menu. Tiie print option,:^as used to proijuce the record shown at 
•%he top^/pf Handout ^:^3. 
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student Record Printouts 



Entire Record 

STUDENT I D # - 206 

LAST NAME - GRANT 

FIRST NAME & INITIAL - JAMES 

BUILDING CODE - 2 

GRADE -~4 

CLASS CODE - 4 

OTHER PROGRAMS - 4 

SEX - M 

ETHNIC CODE - 1 
PART. YEAR 1-1 
PRETEST YEAR 1 - 18.9 
POSTTEST YEAR 1 - 21.a 
PART. YEAR 2-1 
PRETEST YEAR 2 - 17.3 
POSTTEST YEAR 2-20.4 
PART. YEAR 3 - 

PRETEST YEAR 3 - 

POSTTEST YEAR 3 - ^ 

PART. YEAR 4 - 

PRETEST YEAR 4 - 

POSTTEST YEAR 4 - 

PART. YEAR 5 - 

PRETEST YEAR S - 

POSTTEST YEAR 5 - . 

PARENT LAST NAME - GRANT 
FIRST NAME<S> - SUSAN 

8TR/APT/P0 BOX - 2628 NE WASHINGTONf AVE 
CITY - CENTENNIAL ^ 
STATE - OR 
ZIP - 94733 

TELEPHONE: - 619-223-2567 ^ 



Short Form 

STUDENT I D « - 206 t 



BUILDING CODE - 2 
GRADE - 4 

PART. YEAR 1-1 ^ 
PRETEST YEAR 1 - 18.;9 
POSTTEST YEAR 1 - 21.8 
PART. YEAR 2-1 
wPRETEST VeAR 2 - 17.3 
'^OSTTEST YEAR 2 - 20. 4 

<i i,* •■' «• ■ ., 

■'■'H . - <\ 

Handout 3 . 
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(By pressing the escape key (ESC), the EDIT mode is selected. 
The screen will change so that at the top left the edit function 
is noted.) 

Editing and deleting records , Tihis program offers some quick 
ways to edit records. For example, if a student has now moved to 
the fourth grade, by simply pressing CTRL/I (for increment), 1 is 
added to the value in the grade field. , 

A ,record can also be deleted at this point by pressing CTRL/D. ^ 
(Don't do itl) • 

Pressing CTRL/S saves the editing change. Pressing CTRLA voids 
the editing change. 

(Press'^CTRL/V and void the edit. The program returns to the 
generic display. From there it is possible to print the new 
record, find another record, or call up the main menu. Press 
CTRL/C to^ return to the main menu.) 

Add Records 

In mokt cases, new records are continually added to a file, even 
as -others are deleted. Selecting choice 2 on the main menu 
activates the ADD RECORDS mode. 

(Enter 2 and press RETURN.) • 

When entering this mode, a choice is given of either printing or 
not printing the new record. If entering a number of new 
records, it slows things down to have each one printed'. Remember 
that choice number 3 on the main menu is LIST RECORDS TO 
PRINTER. This option can be used to print all new records once 
they halve been entered. 

(Type NO to PRINT RECORD, and press RETURN.) 

/when starting to add records, the first page of the last record 
entered will be displayed along with the date when the last entry 
was made. At the bottom, , three choices are given, namely, adding 
records, changing defaults, or returning to the main menu. 

'(Choose CHANGE DEFAULTS ADD RECORDS b^ pressing ESCAPE. Type Yes 
. for LAST RECORD DEFAULT MODE?) 

Time can be saved when enter irig records by having those fields 
that will always have the same information completed when the 
data base is created. Default values set when the file is 
created are permanent. However, values can be changed by simple 
typing in the appropriate value for a given record. Temporary 
default values are used to enter a group of records that all have 
the same information in some fields. 
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The choifce CHANGE DEFAULTS? sets temporary defaults. They are 
temporary because they can be reset for the next grouo of , 
records. For example # when entering all of the fourWi grade 
Chapter 1 math students, in building 107 # in class 8^, temporary ^ 
values can be set so that there is no need to enter th^se values 
for each student. When the next group is added, e.g., |:lass 9, 
this value can be changed. 

(Add a new person to the file. You can later delete the entry. 
A tutorial on temporary defaults is included in the Appendix 
under the section on Speeding 'Data Entry. Also, see the program^ 
manual for a discussion of the reasons for using the last record 
default mode. Press CTRL/C to get back to the main menu.) 



Short Form » 

The short form, like setting temporary defaults, is a way 'to 
speed up the adding of records. This is choice number 4 on the 
main menu. 

> 

(Enter choice number 4. Press RFTURN. 

Enter N to CREATE NEW FOBM and press RETURN. Put the program 
diskette into drive one. The following will appear on the screen 



LOAD SHORT FORM 

0 NORMAL FORM 
« 1 DATA ENT. YR 1-2 
2 STUDENT INFO ) 

For example, after finishing the first year of a program, it is 
time to enter data from the second year. It is likely that parts 
of students" records, such as grade, will need to be brought up 
to date. There also might be new information to be added, 3uch 
as participation and test scores, it would be time-consuming to 
have to wade through all of the, information on the student 
demographics, participation and test score pages, just to add one 
year's worth of information. Th'e quick solution is to create a 
Short Form which has just the fields needed. 

(To demonstrate the use of a short form to add records, ENTER 
YOUR CHOICE: 2, and press RETURN) 

When the choice of short form is entered, the program returns to 
the main menu. This means that it is now possible to display, 
edit, delete, or add records using just the fields of the short 
form. For example, to add records using the short form^ one 
would choose option 2. 
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(Enter 2, press RETURN. Enter press RETURN so that new 
Records are not printed. Handout 3 contains an example of a 
short form from student #206. The screen will display the short 
form of the last student added to xthe data base as is the case 
wheh adding records with the normal form.) 

Each short form must include the primary key for the file, so 
that individuals can be identified. In the case of this file, it 
is the Student ID #. All of the other fields can change from one 
yeat to the next. As when adding information to the full record, 
temporary default values can be created to enter all students in 
building 3, grade 1, class 3. 



By tying each short form to the primary key, DB MASTER is able to 
emulate a hierarchical data base. Each short form can be thought 
of as a separate "file" as in a true data base. By using the 
short forms, one can just work with the "studel^t information" 
file, the "Data Entry for Year 1-2" file, and so on for data 
entry, file maintenance, and reporting. Each short form must-., 
have the primary key on it so that the program knows which larger 
record the information is associated with. In this way, 
sub-parts of the larger file can be called up using the short 
form- mode, and the sub-file can be called up together to display 
all of the information about one record. The DB MASTER manual 
has a thorough discussion of how to set up a file to emulate a 
true data base. \ ^ 



The increment command (CONTROL/I) can be used to add records if 
ID # default value is set at the first record to be added. Using 
the change default value option for ID # and the other standard 
data for this set of students, most of the data entry for 
updating these records can be eliminated. 

CPress ESC to CHANGE DEFAULTS and indicate Y to the question, 
LAST RECORD DEFAULT MODE? The last record entered will appear on 
the screen. The values in this record can bet used or a new set 
of defaults can be specified. For example, if a new set of first 
graders are to be entered into the data base, enter 500 for 
Student ID #, a las't name and first name, 5 for Building Code, 1 
for Grade, 103 for other program, M or F for- sex, and 1-5 for 
ethnic code. » 

Press CTRL/A and that record will be added and a new form with 
the default values will appear. Increment the ID # by pressing 
CTRL/I so that it becomes 501 and then enter new data as before 
skipping all of the defaulted values by simply pressing RETURN. 

You may want to go back to the normal record at this point, to 
show people that the new data are in fact included in the whole 
record. To do that (1) press CTRL/C to return to main menu, (2) 
then select 4, LOAD OR CREATE SHORT FORM, and (3) select 0 Normal 
Form. Then choose number 1 from the main menu and press RETURN. 
Find the record with ID #500. This record with thewiew data will 
then be displayed.) 
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List Records to Printer 

Printing out records, choice number 3, results in the printout 
shown in Handout 3. When this option is chosen, the program asks 
for the same search criteria as when displaying records. This 
type of "hard copy" is acceptable for informal purposes, but it 
is not very easy to read, and the record is not organized as well 
as it could b4. That is the function of the report mode, which 
is described next. 



Generating Reports 

Setting up sample reports which typify the kinds of reports that 
you wish to produce with your data base is the next development ^ 
step. There are four aspects of a report that must be 
considered, namely^ > the page format, the data format, the select 
format, and the sort format. Handout 4 shows these four 
sub- formats and their related features. 

The REPORT LAYOUT FORM shown in Handout 5 contains all of the - 
information needed to develop the report used as sm example in 
the following discussion. It .is important to use the REPORT 
LAYOUT FORM since report generation is a time consuming and 
tedious job, especially if you have to start over again and a/gain 
as a result of careless mistakes. At the top left of the REPORT 
LAYOUT FORM are ,listed the 



REPORT TITLE: 82-83 IMPACT 
FILE NAME: STUDENT D B 
DATA FORMAT: 82-83 IMPACT 



PAGE FORMAT: OTH^IR 82-83 IMPACT 
(1) STANDARD. ~ 



The report titl^, page format and data format all have the same 
name so that they may easily be identified as belonging together. 

(The first step in prep'aring a report is to select main menu item 
5, SET UP OR PRINT REPORT. Enter 5, press RETURN. The screen 
shows the following: CREATE A NEW REPORT? (Y/N) . If a report has 
already been created that you want to use, you would answer No. 
For example, if you simp Jy want' to print a, copy of the 82-83 
IMPACT report. If .this is your choice enter N, press RETURN. 
See the section on printing reports for further instructions. 

If you wish to try your hand at creating a report, type Y and 
press RETURN. Use the REPORT- LAYOUT FORM, Handout 5, and the 
following discussion as ^ guide to your work. A blank copy of 
the REPORT LAYOUT FORM is included at the end of the Appendix.) 
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Report Sub-Formats Overview 



PAGE FORMAT 

page 

numbering 
report dating 
lines/page 
continuous/ 

single sheet 
lines between 

records 
labels 



DATA FORMAT 



linfes 



-comment linfes 
co^-umn titled 
computed fields 
data fields ^ 
comment fields 
horizontal sub- 
& grand totals 
record numbering 
code fields 
report width 



SORT FORMAT 

sort fields 
subtotal 

break fields 
page break 

fields 
(column 

totals) 



SELECT FORMAT 

record 
chacter istics 

(range, 
includes, 
starts with, 
relationals, 
AND / OR 
conditions) 
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Report Layout Form 
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Page Format 

The screen displays the first of four sub- formats: PAGE FORMAT. 
(The options under the page format are as follows: 

=* CHOOSE PAGE FORMAT =* - 

1 STANDARD PAGE 

2 SCREEN REPORT 
82-83 IMPACT) 

The STANDARD PAGE, like all of the other master report 
sub- formats, is the one automatically put there by the program* 
To tailor the page to meet the needs of a particular report one 
has to create a new format. Formats are savedfor .later use, 
therefore, one could choose a previously developed format for a 
new report. 

(If you wished to use a previously developed format you would 
enter its number from the list and press RETURN. Then you would 
be given the choice to: PRINT THIS FORMAT, REPLACE THIS FORMAT, 
CHOOSE ANOTHER FORMAT, or, MOVE ON TO NEXT FORMAT. Pointing the 
format would result in a summary like the ones shown in.- 
Handout 6. Replacing a format is the 6nly way to remove it from 
the list. Choosing another format takes you back to the format 
list. The move on option allows you to include this sutJ- format 
in a larger report format and to go to the next sub- format type. 

Since we do not want to use an already existing format, enter /<f 
and press RETURN to CREATE NEW FORMAT.) 

There are essentially three kinds of reports: printed reports, ' 
screen rep6rts, and labels. It is necessary to have different 
report sub-formats for printed and screen reports since the size 
of the printed page is typically wider than the 40-coluran 
^ screen. Label formats are a special case because of their unique 
layout. . c. ' 

(Since this is not a LABEL , FORMAT, type N, press RETURN. > 

The screen shows a diagram of a^ report page with each of-,the„ 
major parts set off by dashed lines^ As you create a report the 
.program will shoW you where the information will appear through 
the use of a flashing cursor as With the first piece of 
information in the PAGE FORMAT, the DATE. Enter the page format 
information described in the next paragraph.) 



r 



The PACE FORMAT of a printed report is shown in Handout 6. This 
information is summarized at the top right side of the REPORT 
LAYOUT FORM, Handout 5. The date is on the page so that it is 
clear when the report was printed. This helps to distinguish one 
draft from another. The pages of the report are to be. numbered 
Sfincp it is likely to be a multi-page report. Because the 
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Page, Sort and Select Formats 
PABE FORMAT «> 82-83 IMPACT 

V 

PUT DATE ON PA6E? ' YES 

NUMBER PAGES? YES 
SPACES BETWEEN' RECORDS = 2 
PRINT LINES PER PAGE » 56 
TOTAL LINES PER PAGE ^ 66 
PAUSE BETWEEN PAGES? NO 



SORT FORMAT 82-83 IMPACT 
SORT « , FIELD NAME 

1 BUILDING CODE . 

2 GRADE 

3 CLASS CODE 

SUBTOTAL BREAK ON 1ST 2 SORTS 
PAGE BREAK ON 1ST 2 SORTS 



SELECT FORMAT «> 82-83 IMPACT' ' - 
FIELD NAME" OPERATION * TEST VALUE 



PRETEST YEAR 2 GREATER TH>0 

f^OSTTEST YEAR 2 GREATER TH>0 



Handout 6 
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entries will be r^fther short, there should be enough room between 
them so that they are easy to read. Therefore, 2 blanks between . 
records are inserted. This is the only characteristic that 
differentiates the 82-83 IMPACT report page format from the 
STANDARD PAGE format which has only 1 blank between records. 

When using continuous feed paper, the program shbuld not pause 
between pages. The standard 56 print lines and 66 total lines * 
per page are indicated since we will us,e 8 1/2 by 11 inch paper. 
This will set up each page at the saune^^ place on the continuous f 

paper. . v^V "^f""-' 

(When all of the above information has been entered the ptograun^ 
will ask you to provide a NAME FOR THIS FORMAT. Type in IMPACTl 
and press RETURN. Then the screen will show the page format for 
the report as illustrated in Handout 6. If the information shown 
is OK, then type Y and press RETURN. The program will save this^ 
format and move on to. the CHOOSE DATA FORMAT screen.) - ~S 



Data Format ' \ 

The screen displays the second of the four sub-fomats: DATA FORMAT 
(The options under the data format jire as xolloWs: I 
. -.^ =« DATA FORMAT = - 



.-1. ALL FIELDS 
:2 \82-83 IMPACT • ^ - , 

The di^t^iis 6f th^^ for a 82-83 .IMPACT report are 

shown iij^Haihdbut 7. 'T^ was obWii^d by selecting the 

82-83 iMPAet^^ from the list and th^'^ctioosini the 

print option.. If a^ data sub- format is to be included 

in a larger/ report format, one would simply type Its nuinBer^from 
the list, press raTURN "^^ then move on to the next subj-format . ) 

The REPORT LAYOUT; FORM shows how the data format detaills are 
ogajiized in plsmning the report. ^ . s^--^*^?"^"'' 

(Enter 0, to CREATE NEW FORMAT, Press RETURN. In thislway you 
can I take people step by step through the process of seating up 
the'ldata format.) 

Report width;.' The cursor is at the bottorti or the screen 
indicating a need to specify the width of ttii? report. Fdr a 
normal page the report width is set at 79 characters. A screen 
report can only i^e 39 characters wide and a large prints l!eport - 
can "be; up to", li2. characters wide. ' - 

• k-v. ^, ■ , . . 

(Since a 79 character wide report is correct, simply press 
RETURN y, since we WANT COMMENT LINES, and press RETURN.) 



Data Format Example' 



DATA FORMAT «> 32-83 IMPACT 

aiai ans a sc sai sms ai:^33 ana sasautai sws s : 

REPORT WIDTH = ^9 



i 



COMMENT LINES: . X ' 

CENTENNIAL 

SCHOOL DISTRICT^ ' 

- 1982-1983 CHAPTER I PROJECT. IMPACT SUMMARY 



COLUMN TITLE LINES 5 . 

NjPRE- PRETEST POSTTEST 
I D « POST r.'ILE NCE ILE NCE 



GAIN 



• ' COMF^Utet), FIELDS: ^ 

C-201 : WSTTEST YEAR 2 - PREllfEST YEAR 2 



ERIC 



.... DATA LINE #1, . 
FIELD #1: SJUDEriT I & » 

FIELD «2: "|- 

FIELD #3V PART.' YEAR 2 

F I ELD #4 ! PR^'^ST YEiAR 2 
PRINT CODES 

FIELD #5: PRETflT YEAR 2 
1 DIJ»rTMAi»TER DEC. 

PSStTEST YEAR 2 
>(t CODES 

FtELD|4*J^ f*OSTTEST YEAR. 2 
.J^''^ i ipse ITS AFTER DEC. 

FinlD #8: COMPUTED ..FIELD. #1 



FIELD 




1 DIGITS 



^FTER DEC. 
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TAB-O 





TAB-3 
TAB-4 



LENGTH-S. 
LENGTH"? 
LENGTH»3 
. LENGTH-2 

^ ;LEN6TH»4 
LENGTH=2. 
LEN6TH-4 

, . LENeTH=5 
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Conuiffint Comment lines are the titj.es and footnotes of 

refortSi ; shown in HandoiitS 5 and ^7 j^; •thp^^ 
illusttatiye report specify; jbhe SQhooX";^d'^^^ 
■t^i^'ire^ (Handout 8).' r;^- ' •• -'^^ir/-'^^^ 

(When a comment line goes beybnd 33 characters> :the. prbgr^ beeps 
•when the 34th cjiaracter is peached. You iust >pr;ess^ to . . 

continue. Notice how the program shows th«\sj:x char . 
precfeeding the 34th character so that you^dpn^t lops^^^^ 
placib>"Ii> order to make the name of the $ch<3ol di^^rict left 
justified is included at the end of tfee: linei.-^: If this 

symbol is r^k included the line will be automatically centered. * 
If a comment line is less than the 79 characters allowed you mus^t 
press RETURN until you get to the end of the allocat 
shown on the screen'. The program will ther? asK; if yp^^^^^ to " 
ADD ANOTHER COMMENT LINE? Continue to add lines uhtit ybu have 
reproduced the header sho%m in the Handouts. Whertf the\;lasit,^- 
is entered type N in response to the add a comment Tiple question, 
and press RETURN. 

t'^'ljfe now given an opportunity to edit the comment lines. Read 
litgh the comment lines by pressing CTRL/C to display the next 
window section. If there are errors, enter the number 'of the 
line to be edited. That line jwill be erased and you c^n type it 
in again. When you are finished editing, or if there are no 
errors enter N, press RETURN.) 

The program now asks which lines go at the top of the page. The 
three comment lines shown , in the Handouts go at the top of th'e ' 
page. Any reirCaining lines wStild appear as footnqtes at the 
lx>ttom of the page". Type;.|j^ p^^ RETURN. J r ":}^-'' ', 

Column ^titles. ; After isetting up comment lines, tlie next question 
is, do YOU. WANT: COLUBOJ TITLES? These are the headings that go 
over tile data ih^^^ t^^ report. 

(it is usually, b^st to use abbreviated versions of field names to 
identify the clataV For example, the column titlea >n the ^^^^ 
^illustrative report^^^ I D #, N:^>B^^POST, PR?3^§T ;i'*lLE NCE, 

POSTTEST %?ILE NCE, and GAIN.) ./ 

The. process for specifying column titles is the seune as for 
-setting lip comment lines.- Their exact location must be 
determined beforehand to^avoid errors at the' time of entry. The 
RBPOfcr Layout FORM is really valuable for this purpose* 

.(Enter the column .titles as shown on the REPORT LAYOUT FORM. 

llbtice that there .'are two lines of titles. With this program 
* titles can be nine lines long which means it possible to do 

Ve^^^^ ,titles if columns are very narrow. Even slanted 

yeirtical tiH^^ are possible* Continue to add coluim titles 
^ until you hWe reproduced those on the layour form. Type N and 
" press when you "have entered the last line. Edit if 

» necesskjc^^ The" type jBT, no more edits, and press RETURN.) 



Impact Summary Report Example 



11-17-83 

dENTENNIAL 
SCHOOL DISTRICT 



i 98!^ 1983 CHAPTER I PROJECT IMPACT SUMMARY 



PAGE 2 



BUILDir4G CODES . 1 
GRADES 4 



CREST DRIVE 



Nt PRE- PRETEST POSTTEST 
I D # POST r.'ILE NCE ILE NCE 



111 N- 



112 N« 



115 N- 



157 N- 



159 N- 



10 23.0 



14 27.2 



12 25.3- 



16 29. 1 



7 ^8,9 8 20.4 

19 31.5 21 33.0 



11 



24.2 



10 23.0 



«0.8 
26.2 



GAIN. 
2-3 

1.9 

1.5 

l.S 

-1.2 



T 0 T A L-S FOR -4 

N« 5 «4.6 

AVERAGE FOR 4 - - 
N« 1 25.0 

- - STANDARD DEV. 4 

N« 0 4.2 4.5 , _ , 

TOTALS FOR CREST DRIVE - r - ^"^^r " 



6.0 
1.2 



N« 11 



«8.4 



«2.6' 



34;^J 



- - AVERAGE FOR CREST DRIV|;;-y.p*- 7 • - 
N- 1 27.1 3q|}2 3.1 

- - STANDARD DEV. CREST DRIVE -r* - i-^^ 

N« 0 5.3 6.7 3.3 
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Computed fields . The next Question is,- DO YOU' WANT -CbMPUTEp 
FIELbS? You can use computed fields, for example , to calculate 
students' gains from pre t6 ppisttest* it is possible to create 
computed fields as part of a record* But/ the decision was made 
to save disk space in terms of the ! total length of. each record by 
making gain scores report features. The formuia for each 
computed ffi eld is included right after the. colu^ title on the 
REPORT LAYOUT FORM^ Handout 5^ and is noted on the DATA FORMAT, 
Handout 7^ printout. > 

'.•1 : V "'"^'-"^ ^ 'V '' '■• • • i' 

(T]^ Y, press RETURN to indicate that computed fields are 
desired. Each field in the file J.s listed on the screen as 
follows: 

SET UP. PRINT FIELDS = 

1 STUDENT ID# • 18 POSTTEST YEAR 3 

2 LAST NAME 19 PART. YEAR 4 

3 FIRST NAME & IN 20' PRETEST YEAR 4 , 

4 BUILDING CODE 21 POST TEST YEAR 4 

■ vV;/^. • '' • 



Press CTRL/N to display the next page of fields.) 

Computed fields are added to a report by indicating how they will 
be formed. For example, the gain scores in the report are 
computed by the pret§st score from year 2, field 14, being 
subtracted from the posttest score from year 2, field 15. This 
gain s^re is created by entering 

FIELD # (Q=CONSTANT) _15 + - * / OR A 
FIELD # iOR;^ _14 CONSTANT 

In this Case no constant is used but the program allows this 
option^ . 

When the above information is entered the list of fields is 
altered to included 201 POSTTEST-PRETEST . This field is in 
inverse video (i.e., dark letters on a light background) so that 
it is easily rebognizable. 

By pressing the Control, CTRL, and N keys at the same time one 
can move from screen page to screen page to see all of^the fields 
available. Notice that there are some other fields in reverse 
video beside FIELD 201. They will be discussed as we continue to 
create the report.) 

Setting up print fields. Once any computed fields are included 
in the list of available fields we can begin t^ie actual process 
of. entering the fields to be printed. This is the message that 
appears on the screen. 
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The screen also shows that it is possible. to switch between the 
REPORT FORMAT, by pressing GTRL/D, and the FIELD LIST: we can 
move from one page to the next page by pressing CTRL/N. 

in order to SET UP PRINT FIELDS you need to specify the 

FIELD NUMBER (0 IF DONE) 

TAB ADVANCE (0-99) PRINT WIDTH _. 

(See Figure 6, SETTING UP PRINT FIELDS.) 

The information for setting up print fields appears on the REPORT 
LAYOUT FORM immediately following the computed field formula and 
is summarized on the DATA FORMAT printout, in Handout 7. 

(Press CTRL/D to display the windows of the reporj: format. At 
the top of the screen will appear the COLUMN TITLES that were 
entered before. In the middle of the screen is the space in 
which DATA LINES are entered. At the bottom of the screen are 
the instructions and the flashing cursor.) 

Here again, it is very important that advance planning tdke place 
(^o that information, such as the sequence of fields to be 
printed, the tab advance for each field, and the print width 
needed to accomodate the data in each field, are readily ,f 
available. , 

Once this basic information about each print field is entered, 
the next cfioice is whether or not to PRINT LONG CODE 
DESCRIPTIONS? Long code descriptions may be used to convert 
short coded information of, up to 5 characters to full 
•descriptions. For example, they may be used to convert 
abbreviations to their full spelling (e.g., CA « Ca^fornia) , to 
relate a number to a name (e.g., SCHOOL CODE: 102"» Lincoln 
Elementary), or to convert one number to another, for example, 
Normal Curve Equivalents (NCEs) to percentiles. In the report 
page shown in Handout 8 the PRETEST NCE of 35,1 has been 
converted automatically by the program to a %*ILE of 24. Long 
code descriptions can m^ke data entry easier and reports 
clearer. Their use will be discussed shortly. A tutorial on 
long code descriptions is included under the topic, speeding data 
entry inSthe Appendix. 

(Since long code descriptions are not required for the I D # 
field, simply press RETURN.) 

Next the program inquires about horizontal subtotal and grand 
total fields, HORIZONTAL SUBTOTALS (0 OR 1-5). Zero (0) means no 
sub-totals. The numbers 1-5 refers to the optional fields for 
this purpose. They provide the summation of the data in the rows 
of a report just as the column subtotals and totals provide this 
option jCor columns. 




DYNAMIC PROMPTING*' 
AND INPUT FORM 



*From DB MASTER Program Manual, 
Stoneware Inc., San Rafael, CA* 
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(Since no horizontal totals are desired for this field simply 
press RETUiRN. Do the same for # OF DIGITS AFTER DECIMAL PT. 
Type N in response to the question ^ PRINT COLUMN SUBTOTALS AND 
TOTALS? Then press RETURN.) 

(When all of the information about a print field has been 
entered, the report forrnat is altered to include the field. The 
FIELD NUMBER prompt again appear on the screen in preparation for 
entering the next field into the report format. ^ 

I 

The next field^is a comment field. Comment fields are statements 
that appear within the body of a report, for example, the comment 
"N=" in the report page in %andout 8. This comment is intended 
to clarify the meaning of the data under N:PRE-POST. In order to 
insert a comment field, field 225, ^D A COMMENT, is requested. 

Once the comment is entered, by specifying the FIELD NUMBER, TAB 
ADVANCE, PRINT WIDTH and the COMMENT itself, it will appear in 
the field list as field 225 so that it can be used again. Up to 
5 comment fields may be included' in a report format by requesting 
subsequent ADD A COMMENT fields.) 

Next, the field that will supply the "N" is added. This is the 
participation field, number 13, PART. YEAR 2. It is Entered with^ 
no tab advances so that it will be as <^ose to the ^N=" as ; V ' 
possible. And, its width is 3 so thatMhere' will be?^oiiqh\spgice" 
. fpr ■ lip t^^^^^ paticipants to be ^tbtil^drat the epd of ^^^^^^ 
columtt;;> There will be no hori^ohtal^^^^ to and rid a^ciroai ' 

placets, but there will be cplumri 'sub^totals ^ 

Another way to get a total of the number* of cases included in a 
report is to use the last two optional fields in the print fields 
list. These are used to request the program to number records as 
it selects them for the report. If this feature is requested, 
the program will provide the subtotal and/or total number of 
records included in a report. 

(The next field in the report shown in Handout 8 is PRETEST %'ILE. 
For the purpose of the report these data are long code 
descriptions of PRETEST YEAR 2 data, field 14. That is, in the 
report the program displays percentiles that are automatically 
converted from the NCEs entered during data entry into field 14 
of each record. This conversion is accomplished by setting up a 
conversion table using the file maintenance option in the main 
menu. There is a tutorial on long code descriptions in the 
Appendix. 



(The percentile field in the report5 is set up as follows. FIELD 
NUMBER 14 is entered along with the TAB ADVANCE of 2 and PRINT 
WIDTH of 2. This will provide enough room for each value in the 
body of the report and yet truncate the totals that appear at the 
bottom of the report page shown in Handout 8 since TOTAL 
percentile has no meaning. A Y is entered to indicated that we 
want to PRINT LONG CODE DESCRIPTIONS. No horizontal subtotals or 




decimals are required so just press RETURN. However, column 
subtotals and totals are to be printed as part of the statistical 
summary of the report so answer Y to this query.) 

The PRETEST NCE field is the next field to be entered in the 
report. It is placed under th^ appropriate heading in the same 
manner as the above fields except, of course, this is not a long 
code description field since we want the NCEs that were 
originally entered when each record was created. In addition, 
this field should have space for. 1. digit after the decimal point 
and should stllow a width of 4 characters including the decimal 
point. 

The POSTTEST %'ILE and NCE fields are entered by making the same 
choices as with the PRETEST fields. (See Handouts 5 and 7.) 

The last field in thQ report goes under the GAIN column. This 
field is the computed 'field that was created at the start of the 
report format generation process, field 201 POSTTEST-PRETEST. 

(YOQ should refer to the REPORT LAYOUT FORM and the DATA FORMAT 
printout for the specific tab settings and widths for this field. 

Once the first line of data is entered you should select ^ to 
indicate that there are no more lines to l>e included in this 
report. Then you have the opportunity to edit this line by 
indicating the report field, to be changed. Notice, that each 
field included in the report format is numbered. This is the 
number to select, not the number from the list of fields. When 
editing is completed a ^ is entered to fndicate no more editing. 
Then a NAME FOR DATA FORMAT is requested. Call this format 
IMPACTl and press RETURN. The program now moves on to the sort 
sub- format.) . ' 



Sort Format 

AS you can see from the printout in the middle of Handout 6, the 
82-83 IMPACT report was sorted first by BUILDING CODE and then by 
GRADE. This will give a gra&e by grade summary and a building by 
building summary. Class summaries could also be provided by 
having CLASS CODE as the third sort field. Notice that just 
above the column titles on the report shown in Handout 8 the long 
code description, or the buiding name, is listed along with the 
code of the building being reported" in tihis part of the report. 

(TO create a new sort format, type i and press RETURN when, the, 
CHOOSE SORT FORMAT SCREEN appears. You will be asked to 

ENTER SORT FIELDS IN ORDER - MAJOR 
SORT FIRST. LIST OF SORT FIELDS: 



AS you select fields they are listed on the screen. 



Next you have to decide on which fields ypu want the progr^jn'to 
break or start over again.) 

In order to know when to start and stop new p?iges or sections of . 
the report r and when to calculate subtotals and totals , the 
program needs to know when to BREAK. The SORT FORMAT shown in 
Handout 6 indicates that both SUBTOTAL and PAGE breaks will occur 
on the first 2 sort fields, that is, both sort fields in this 
report. 

The report in Handout 8 illustrates the effect of these sort 
characteristics on a report. Page 2, the one shown in the 
Handout, is the grade 4 summary page^and the CREST DRIVE summary 
page. A new page is started each time the data from a new grade 
are reported. When all of the data have been reported the 
program provides a subtotal for that grade and then begins a new 
page for hew grade., all of the data for an entire school 

are .reporTOd the pto^^ last grade reported and 

then provides the whole school subto^ as in Handout 8. If an 
entire district Is included in report this pattern of page 
breaks and subtotals will cbhtihue ' for each' grade and each school 
until all the data and subtota^ldV^ur^^ r Then a grand 

tota). is reported as shown in i^^dbut 9. 

Handout. 9 shows a report which consists only of the subtotals and 
a grand total for a dj|atrict. That is, none of the student data 
for each grade are ./epoVted. This report is created juist before 
printing. The decisi^S| to be made at' that point will be 
described in jusb 

(To answer the queition, * 

HOW MANY SORT FIEtO^ iSj^YOU WANT SUB- 
TOTAL BREAKSi^QN**'(STJgRTl4lG WITH MAJOR 
SORT FIELD)^ :.t '^i-ajt ^ 

simply ^iy^ |i,.*ar^^ so that both sort fields will be 

iftcludedy ^^^a^; ig^ program will provide summaries for 

each grade -arif-^^ the question. 



HOW MANY O^f - lYOtlR :SOB-^T^^ DO YOU 

WANT TO AL^^ ds'^P^B. ^^ 

WITH MAJOR? S(^^^i^ A - t 

again type 2>^iahia:/||jce^ each grade's and each 

school' s report yiii, page. 

Then enter a native ' fo^ . tn^^^^ IMPACT 1, and press 

RETURN, to move^J<?ri Vto\t;he'.^^ 



Summary Only With Statistics 
Report Example 



11-17.-83 

CENTENNIAL 
SCHOOL DISTRICT 
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1982-1983 CHAPTER I PROJECT IMPACT SUMMARY 



PAGE 4 



BUILDING CODEj 2 
GRADE: 4 



WILLOW AVENUE 



^ NiPRE- PRETEST POSTTEST 
.1 D # POST 7.'ILE NCE ILE . NCE GAIN 



- - TOTALS FOR 4 " - 

N, 6 *4.7 *0.4 5.7 

- - TOTALS FOR WILLOW AVENUE 

N» 10 »6.4 7.3 



N= 21 



GRAND TOTAL S^ 

»7.5 . »9.0 41.5 



Handout 9 
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Select Format 



The choice of particular records for inclusion in a report is 
accomplished through the SELECT, FORMAT just as the 
DISPLAY/EDIT/DELETE main menu option provided a mechegiism for 
selection records from the file for the purposely of * 
reviewing, changing, or .deleting them. In fact, thie same 
procedure is used. 

(To CREATE NEW FORMAT, type JEf, and press RETURN. The screen will 
^ now display the first page of the screen form with the five types 
of select options listed at the bottom of the screen: 
' AA RNG is RANGE; * WLD CD is WILD CARD; ( ) INCL is , INCLUDES; 
? ANY is T^NY CHARACTER; and < , = , , etc. are RELATIONALS. 

To recreate the select format shown in Handout 6 move the cursor 
to the second page of the form by pressing the control and N keys 
at the same time. Then move down to the PRETEST YEAR 2 field on 
page two by pressing return. In order to select those students 
who have complete data indicate ^0 for both this field and the 
POSTTEST YEAR 2 field. Since these are the only two criteria to 
be used to select records, next press the control and the F keys 
together to indicate you are Finished. You are then given the 
choices; RETURN to go to the NEXT PAGE, CTRL/0 to add an OR 
conditional, and CONTROL/S to SAVE the CRITERIA. Press the 
control and S keys together to savfe the criteria. Then ENTER 
NAME FOR SELECT FORMAT, i.e., IMPACTl, and press RETURN.^ 

The screen now shows this message: / 

THESE COMBINED FORMATS MAY BE STORED FOR REPEATED USE. 

/ 

STORE FORMATS? (Y/N) 

Type Y and press RETURN so that you can later generate a report 
using the page, data, sort, and select formats you just created. 
Name the MASTER FORMAT r IMPACTl and press RETURN. Since a title 
* for this report was created when the -three comment lines were 

designated as headings, it is not: necessary to use the roaster 
format, IMPACTl as the REPORTlf, TITLE. Therefore, ^R NO TITLE, 
PRESS SPACE BAR p RETURN. Then emswer No to the question, PRINT 
THIS REPORT NOW? We will print the report by going/back to the 
MAIN MENU and selecting the print a report option.) 

This completes the generation of sub- for mats report. We now move 
on to the actual printing of a report. 



Printing Reports 



Once a master report format has been created from a set of 
sub-formats, it is a relatively simple task to print a report. 
There are just a few characteristics to specify. 




(From the MAIN MENU select option 5, SET UP OR PRINT REPORT , by 
typing 5 and pressing RETURN. Respond with No tp the question, 
CREATE NEW REPORT. The program will then LOAD tfflE NEXT MODULE, 
and display the SELECT REPORT FORMAT menu. To select the^IMPACTl 
report, type its number and press RETURN. At this point you can 
PRINT the REPORT by pressing RETURN , DELETE the report format by 
pressing CTRL/D, CHOOSE AGAIN by pressing CTRL/D, or CHANGE the 
SELECT criteria by pressing CTRL/S.) 

Say, for example, that you only want one school's records 
included in a r^^rt or that you just want to select students who 
scored above a particular point. DB MASTER allows one to specify 
these new select criteria without changing the select sub-format 
by going through the whole report genei^ation process. 

(However, to just print a report , as spec fied by the predefined 
sub-formats press RETURN. The program will tell you it is 
SETTING UP THE REPORT. And then it will ask if you want another 
date instead of the current date, i.e., the one that was entered 
when you first started the program. Once you have typed N and 
pressed RETURN the program will continue SETTING UP THE REPORT. 

You will now be asked to INSERT the appropriate FILE diskette. 
Follow the instructiqns carefully. The program will check to 
make sure you have inserted the correct file diskette. Since you 
have specified that the records are to be sorted by building and 
grade the program will now precede to create a sort file from the 
general file^^ It will ask you to INSERT a NEW SORT diskette. 
And, it will remind you that this process wiJLl erase whatever is 
on the diskette. It is wise to have a diskette labeled, in red, 
SORT, to be used with this program so that no other diskettes 
will be used inadvertently and erased. The program will then 
proceed to create the sort file. Wh^n this step is completed, 
the program will request that the UTILITY FILE is reinsert^ into 
DRIVE 1. Press RETURN when ready.) 

The program now displays the following screen: 



= REPORT SET-UP » . . ^ 

^> (1) SLOT# (0»SCREEN) .. 1 

(2) SUMMARY ONLY NO 

(3) FORM FEED NO 

(4) LINE FEED NO 

(5) .INTERttVCE TYPE ..2 

• * (6) SPACES BET RECORDS 2 

. (7) PRINT LINES/PAGE 56 

(8) TOTAL LINES/PAGE ...... 66 

(9) STOP BET PAGES % . NO 

(10) STATISITCS NO 

(11) COMMAS NO 



ENTER # TO CHANGE (0 IF NONE) : 

40 
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Items 1, 3, 4 i. and 5 concern setting up your printer to work with 
this program. (You should consult the proi[ram manual to 
determine the appropriate* choices for these options.) Items 6, 
7, 8, and 9 ;^re: options which can alter thte page sub- format 
character istids that are part of the general report format, 
(Only alter ;t^^ if you want something different from your 
predefined suij- format.) Item 11 allpws you to format numbers 
with coramasw ' It^ numbers 2 and 10 are the ones we aice most 
concerned with 

statistics; item lOr sets up the report to provided totals, 
averages, and standard deviations as shown in the illustrative 
reports. Handouts 7 and 9. SUMMARY ONLY \sgts up the report shown 
in Handout 9 where just the statistics and not the tecords are 
printed. 

(To request these changes in;th^. REPORT SET-UP m^imf^^^Y^e 10 and 
press RETURN for a repbrj; that will have STATISTICS like the one, 
in Handout 8. Enter thfe 'siame change and 2, SUMMARY ONLY, for a 
report like the one in Handout 9. When you have. made the 
necessary changes ^ype 0 and press RETURN. You :,can then - 

PRESS ANY KEY TO: ^ 

- START PRINTING 

- STOP PRINTING. 

You can also: 

PRESS 'ESC' TO START THE REPORT OVER 
OR RETURN TO THE MAIN MENU. 

Make sure that your printer is turned on and then proceed with / 
printing the report. The information that goes to the 'printer / 
will be displayed on the screen, but since it is not formated for 
the screen it will not be very readable. When the^report has 
been printed the program will ask if you want another report 
generated. Type N and press RETURN to get back to the MAIN MENU.) 

We have gone from the initial creation of a file, to adding and 
editing records and then to the creation and printing of a report 
based on those records. This accomplishes the first four steps 
of the planning process shown on page four. As you have probably 
discovered, this is just the beginning of creating an efficient 
and useful data base. Revising and pilot ttfisting are also needed 
to produce a top 'quality product. 
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Appendix 



ThelAppendix of this guide, available as a separate document;, 
iricludes a series of tutorials that prpviiie specif ic. information . 
on features of this program. The Appendix is divided into 14 
sebtions such as getting started, add records, speeding data 
entry, and setting up reports* ^ ;< 

■ ■ 

Besides summarizing the discussion in this presenter's guide, Vthe 
tutorials present more detailed information on such features as - 
long coded descriptions. 

Together with the program manual these tutorials should provide 
you With the knowledge and skills needed td% use the DB MASTER 
progriim;to 4i^yelop and utilize a data base fot jaahy different 
evaluatibh t'elated purposes. ^ \ v ; * , 
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Tutorial Topics 



Page 



Hardware Requirements 
Screen Form Operation 
Getting* Started . v • 
Creating a New Pile . 
Finalizing the Page • 
. Nfiiiing and Creating a Pile 
Using an Existing Pile • 
Add Records • . .... i ; 
Speeding Data Eij^y . . . . 

Long code descriptions . 

L^sl; record defeiult mode 

Creafe-short fOrm ^ . 

Increment . .; . . .*> . . 
r Display/Edit/Delete Records 
Search; and select criteria 

Range . ... . . . . 

Wild card . . . . 

Includes ;. . . . 

Any . . .... . . 

Relational " .\. ^ . 

More than one field. 

Total-statlstices . 
List Records to Printer 
Setting up Reports ' . 

Pag^ format . . ; • 

Data - format . . . « 

Sort format .... 

Select criteria . . 

Saving a master report forma't 
Printing a Report . . ... . . 
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Appendix. • 

> ■ 

This is the Appendix to ROEP Report #91 An Evaluator 's Guide to 
Using DB MASTER; A Microcomputer Based File Management Pgogram , 
Included is a. series of tutorials that provi'die spet:i£ic 
information on features of this program. The Appendix is divided 
into, 14 sections such as getting^, star ted, add records, ^peediAg 
data entry, and setting up reports. 

* • . • ^ 

Besides summarizing the discussion In this presenter's guide, the 
itutorials present^mbre detailed informatfon on such feratures as 
long coded d^cripiions, 

Together with, the program manual these tutorials should provide 
you with the 'knowledge and skills needed to use the DB MASTER 
program to develop and utilize, a data basfe for many different 
evaluation related purposes. 



APPENDIX 



Tutorial Topics 



^^wHardw^re Requirements 

Screen Form Operation 

* Gettii^ Started . J 

Creating a New File 

finalizing the Page 

Naming and Creating a File 

^ U^fng an Existing File . . 

Add Records . 

Speeding Data Entry . . • \ 

Long codfe descriptions 

Last record default mode .... . • 

■ I Create short form , 

Increment 

Display/Edit/Deiete Records 

Search and select criteria . 

Range . / 

Wild card 

•1 " 

Includes 

Any .... 

Relational . 

, I More than one field . . . T . .... 

Total-statistices . . - . . . ; ^. .. . . . 

List Records to Printer ......... 

Setting up Reports 

Page, format 1 . 

Data format 

Sort format . . . . ' 

SeleQt criteria 

SaviAg a 'ffiflster report format ..... 
Printing a Report i . . 



USIHG DB MASTER 
HARDMAJRE REQUIREMENTS* 

• DB MASTER requires an Apple II or Apple II plus computer with 48K 
RAM memory r Applesoft Basic in ROM (or in the language system). 

• A minimum of tw<^ disk drives is recommended, (The program can 
support up to 4 disk drives) • 

• The program is designed to make use of Apple, DOS 3,3 r 16-Bector 
disk operating system, 

• DB MASTER must be "booted" on a drive connected to Slot #6^ Drive 
#1, ^ 

• A printer is also recommended in order to make use of DB MASTER'S 
report generator. The progam will work with i^ple^s parailelr 
communications, and high speed serial interface cards, 

• DB MASTER will read the current date if the appropriate clock is 
in9tallied in your system. 



(see the DB MASTER manual for the details of hardware requirement's) 



USING DB MASTER 
SCHEEN FORM OPEHATION 



Press RETURN to move to the next field . 

Press the ESCape key to back up to the previous field . 

Press the left arrow (4* ) key to backspace within a field. 
This will erase characters as it goes. The right arrow (_^) 
does not work within a field. 

Each field will accept certain "legal" characters. Other input 
will be ignored with a single "beep" from the computer. 

You cannot overtype the legal length of a field. 

If there is a default value (i,e,^ pre-set field contents), you 
may accept the default by pressing RETURN, Typing any other 
character will wipe out the default, display the legal field 
length, and allow you to enter a different value. 



USING DB MASTER 
GETTING STARTED - 

Booting the program 

Insert the DB MASTER diskette into the disk drive connected to 

Slot #6 Drive #1. 

Turn the power on 

The program title page will be displayed on the screen. 

RETURN Press to continue 

Basic information 

The program now asks you how many disk drives you have 
connected. 

type 2 or whatever number is correct for your system. 

RETURN 

Next, your Apple will "beep" and prompt you: 

TO USE AN EXISTING FILE INSERT UTILITY DISKETTE. .. IN 
DRIVE 2 

PRESS * RETURN* HHEN READY. 

(see instructions for USING AN EXISTING FILE OR PRESS 
Escape TO CREATE A NEW. FILE). 

(see instructions for CREATING A NEW FILE) 
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USING DB MASTER 



CREATING A NEW FILE 



Entering the date 

Enter today's date with dashes^ for example ^ 1-27-83 

Password levels * ^ 

1. READ ONLY users may only display records. They may 
V,: nojt add^ edit or delete records, or < print reports. 
/ . A^Qi^^^^^^ "read protected" fields may be hidden from 

t^^^ will choose which fields, if any, will 

bcf hiddeii,^hen you create your file. ;^ ; 

; ^2. vj^^ full access to the system. 

f Their ohiy^.restirict they may not change 

system passwbrds.^ ';^^v - ' 

' 3. MASTER password users may also use all of the 

I features of D B MASTER. In addition, they are the only 

users who may change, add, or delete file passwords. 

Setting up a password system ^ » r 

type N after, WANT PASSWORDS FOR THE FILE? (Y/N) 

RETURN to enter your response 

type your file name for the MASTER PASSWORD; you can add 

other passwords later if you wish 

(see changing passwords in file maintenence section) 
RETURN to enter your response 



Form building display 

The screen display shows you where you can place your 
y fields. ' 

Note: DO NOT use lines 1 or lines 23 and 24, since they 
are used by the program. 

Note also the |.lst of field types at the bottom of the 
screen: 1 ALP^A, 2 NUMERIC, 3 $, 4 Y/N, 5 SS#,* 6 TEL, 
7 DATES (see description of field types on next page) . 

RETURN^ to continue 



USING DB MASTER 



CHEATING A NEW FILE 



Field types 



- (1) ALPHA numeric fielda miy^^^^b^^ to 30 characters of letters, 

numbers and iByTObols.^^ TO^^ , i d) , * f as the 

titst character in a field may spread information over a 

number of acijacejrit field if yy^ heed more than 30 characters of 
space. For examples;; V 

\ Project SU-^^^Z'^^' ' 'li'^ 

Notes ■ • - v^'r-r"-' '7 'Z ' ^" 

AND ■ Zj^'l'^"^^^^^^ ^ ' ' 

Comments.-^ X ^■■■^■■^'^'w-^ Z""* — — — — — 

(2) Numeric li^idff te^ to 255 , (2) large 
integers./ t/4- i327(?7 characters; 5 numerals and +/-r or 

^(3) floating ppint.nu^^ +/- 99$,999,M3 (up to 11 characters; 
? njuroetals/ 4/-/ Vhd^^a^^^ . • i 

V ■ ■■ ' •■iv^'*'. . \ *■ ' 

(3) ; %, dolla? "ar^la^^c^ fopnatted $_.00. 
• / NumberiB wii^^^ as wi^tih ^ calculator. This 

field raest bfs a^^^ 

14)/^ y/Nr Vis/ha fieldiB^^^w^^^^ show the prcmptlfl^^ fotm is / 

. ^ ^ created, \V • /, -^^Sf^' ..^, '-/t;,.;^- 

J(5) SS#V sG^iiea.s^ fields are^fonnatted i^^^^ v 

(6) roLr teli^ formatted 9iB^ hi^jj^^i^ 

( ^: Ypu may specify^^%jr«a code 

most ipf the numbers file are from the' akne jar^v ^^^^ 

You-may want to follow a TEL field with an a^phanUmeric^ff iej^^^ 
small integer nuniber field if many phone number ^ ibontiin^^^ 
v. numbers.''' ' ■. v ' ^''"''--^^ '^^^^^ 

(7) WWffiS fields M the date yoii enter tem^ 

; value of the fi^ld^^^,/^^ they may be AUTD DATE in which feiae 'thfj N^ 
current (date is autOT when you first eiit^efi^ fc^^^ 

record and it is changed each time you edit that records ^^^^^ ^^^^^ 

Note: SS## /^Lr and the regular' DATES fields may be used for .pthe^^^^^f^ 
^ \ toat wouW their special formatting; ^^Howevw^^ 

^ spaces in the field must be completed. i ^ ^^^^ 



USING DB MASTER 



Defining primary keys 



type 

RETURN 

type 

RETURN 

type 



type 



RETURN 
RETURN 



type 
* RETURN 
RETURN 



type Y 
type N 



Remember: Up to 10 fields and 35 characters may be 
combined for your primary key» 

the first FIELD TYPE at the bottom of the page Jl-7) 
the field NAME (15 characters maximum) v-f 

"•.V''" 

any special information, such as with numeric field, ^the 
NIMBER TYPE (1-3) (1) 0-255 (2) +/-32767 (3) FLOATING 
PT. 

t;he that is, where the field should 

appear teiatlve to numbers on the left side of the 
screen (for example, 2) 

to accept the HORIZontal location, that is, where the 
field should appear relative to numbers on the top of 
the screen 

the MAXimum LENGTH of this field . ^ 

to irid^i^a^^t^^^^ you do not want a particular value of 
tl^ii^^l^ a DEFAULT value 

If you want to ADD ANOTHER FIELD TO KEY? (Y/N) 

to continue, the add a key cycle ^ 

to complete this cycle and proceed with the defining of . 

the^ther fields in the record 



RETURN 

Defining the other fields on the form 



type 
RETURN 
type 
RETURN 



CTRL/S 



next FIELD TYPE (1-7) 
next Field Name (15 characters maximu^) 
Continue as with primary key fields! 
when you are done with page 1 
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USING DB MASTER 



FINALIZING THE PAGE 



Checking the' page layout 

Review the page layout to see if you like .4:t. 

RETURN /"-to Qontinue or press, ."^ ^ 

ESC . to edit 

Editing the page layout 

You may change any of ^ t^^ of the 

fields. But^ ybu c^nbt deletis a field or move it ahead 
of a previous field, ' z^^ ^^^^- 

*^ype the nijonbet to the right pf/^iia to ENTER ITEM # Tp 

7^'^ EDIT V-:, • 'v;-— . i ' 

.JIETURN . .'■ 

type " the ch2uige' anicVor 

RETURN to move from one pnyt of the field definlticm to another 

RETURN past end bf list of characteristics to back to the 

start of the edit mode ' / 

type |/ IP DONE editing ^^^^^^^ '^^^ ' 

RETURN, to enter. '0 . ■■ '^/^'^'^^^^^^ 

return ' to CONTINUBi V V ! ^ 



Entering a secondary key ■ ■ 'i l^-''' 

USE ONLY IF NEEDED ^ • 

type ^ since you will not specify a secondary key at this time, 

and^'^thereforef you are DONE 
RETURN to enter ff 



Adding another page 

type Yf if you have more fields 

add fields for next page(8) as previously described 
CTRL/S when finished with each page 

type N, if all fields and pages have been compieted 



DSING DB MASTER 

NAMING Aip ^ORE^TING A PILE 



. Naming a file 



type . 
RETURN 



your PILE NAME with no jaore than 15 characters 



Creating a file 



> RETURN 

Remove 

INSERT 

RETURN 
RETURN 

INSERT 

RETURN 

RETURN 

Remove 

INSERT 
RETURN 



type Y 
RETURN 



If you ariB; satisfied with the file, press 
TO CREATEjPILE 

DB MASTEk from Drive 1 

Pile diskette into Drive 1 

(It's 6k that THIS ERASES DISK) 

Utility diskette into Drive 2 
(It'^^ok that THIS ERASES DISK) 
PLEASE WAIT 

Pile diskette from Drive 1 

DB MASTER PROGRAM^ DISKETTE in Drive 1 

You are now back at the .first screen of the program 
(See instructions for USING AN EXISTING PILE) 

If not, press ESC to START OVER 

if you are SURE you WANT TO START OVER 

(go. back to the beginning of CREATING A NEW PILE,, 
Setting up a password system ) 



USING DB MASTER 

USING AN EXISTING FILE " 



If the program is not up and Running, Wjp/^^ 
STXiicrED directions, t ' ' i/'I'C: - 

INSERT UTILITY DISKETTE into Drive 2 ' "^/^ ; ^ , ^ \ 

RETURN PLEASE WAIT while the file strXicture is' loaded* 

type TODAY'S J3ATE (X-X-XX) ' , < 

The red lights on the disk drives will come on as the . 
"program LOADS THE NEXT MODULE * \ ^ ' 

•' •■ ' • ' — ■ ■ ■ ^. ■ ■ ^ / 

Selecting a menu item 

' I ■ , ■ ■ ■' •* , 

Then the DB MASTER MAIN MENU will appear with your PILE 
NAME: indicated^ Make sure, you have the corrept file. 
You may now CHOOSE FROM the following options: 
(1) DISPLAY/EDfT/DELETE RECORDS ' 

ADD RECORDS r 
(i) LIST RECORDS TO PRINTER ' 

(4) LOAD OR CREATE SHORT FORM 

(5) SET UP OR PRINT REPORT ^ 

(6) PILE MAINTENANCE 

(7) LOAD OR CREATE NEW PILE ^ 

(8) CLOSE PILES & EXIT 

type the number of^ the; option you want. 

RETURN To ENTER YOUR CHOICE (1-8), ' ' 

(see the instructions for the specific option you have 
rfiosen) ^ ' 
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- USING DB MASTER 

ADD RECORDS (See also SHORT FORMS) ' 

Selecting this menu option o 
type 2 T selects this option 

RETURN . ' enters your selection ^ 

Note: you are just starting to add records after 
creating a file, or at the beginning of a new session, 
• i' you must 
Remove . the DB MASTER diskette from Drive 1 * 

INSERT , your File Diskette into Drive 1. ^hen press 



RETURN 



^ * Once you have your file loaded; simply 

type 2 . to select this option » 

RETURN enters yoiir selection 

type Yes or No to tell the program if you want to PRINT NEW 

R^ORDsT , ^ ^ 

Printing new records • 

<■ . ■ '-. . 

type Y if you have a printer set MP 

RETURN 

RETURN ^ if PRINTER SLOT is #1 (if not, type.printer slot #) 

TURN* ON PRINTER, PRESS 

RETURN TO CONTINUE^. 

Adding records; Preliminary control options 

CTRL/C pressing CTRL (control) and C keys together takes you 

back to the main MENU - 

ESC V ' allows you to CHANGE DEFAULTS (see the directions for 

A (1) Speeding data entry; Last Record Default Mode , and 

\^ (2) SHORT FORMS) 

RETURN if you are ready to ADD RECORDS 

Moving on a form 

RETURN moves the cursor forward , from one field to another 

ESC moves the cursor back frcro field to field 

CTRL/N pressing CTRL (control) and N keys together moves you to 

the NEXT page in the form % 
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. USING DB MASTER' 
ADD RECpRDS 

Adding whole records 
type 



CTRL/N 

RETURN 
ESC 



CTRIe/A 



information for each field. - j: 

• ' . . • . • ■ ; _■-''&■■ 

when you have jadded all the information for a record/ 
you should review it. Go from page to page by 'pressing 

Go from field to field by pressing' 
to go forward 

to go back ^ 

When you are satisfied with the record, press 

|Jie CTRL (conttol) and A key together to ADD RECORD 
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USING DB MASTER . 
SPEEDING DATA ENTRY 



You can simplify and speed the data ientry process in four ways: 

The first way is to code inf6rination in the record/ LONG CODE 
DESCRIPXfONS may be substituted at reporting time. 

Another way is to set temp<^rary DEFAULT values for those fields 
which have the same value for a whole set of records. 

A third way is to use a SHORT FORM with just the fields you 
need for a particular set of data. 

The fourth way is to use the INOiEMENT function to increase 
subsequent values in a field by 1. 

All of these may be used together. 



Speeding data entry; (1) LONG CODE DESCRIPTIONS 

From the MAIN MENU 
type 6 FILE MAINTENANCE 

RETURN 

INSERT PROGRAM DISKETTE IN DRIVE 1 

RETURN 

D B MASTER allows you to store short codes (up to 5 
characters) in numeric (except for dollar/cents) or short 
alphanumeric fields, then pring "long code descriptions" in 
place of the short codes on your reports. Code fields may. 
be added, changed or dropped at any time - they are not 
defined when you create your file. You raay use any or all 
of the' eligible fields in your file as code fielas. 

Type 4 CODE FIELD DESCRIPTIONS 

on FILE MAINTENANCE MENU 

RETURN 

A list of the fields in your file will appear on the, 
screen. Choose the field yoQ wish to work with. The 
program will only let you choose fields that are allowed to 
have long codes. (As always, if. all of the fields do not 
fit on the scifeen at once, a CTRL/N will show you the Next 
page of the list.) 

type the field you wish to work with 

RfiTURN to ENTER FIELD # 



OSING DB MAgTER 
SPEEDING DATA ENTRY 



Speeding data entry; (1) LONG CODE QESCRIPyiONS , cont'd, 

' Once you have chose h your field, a new monuii/ill give you 
several optipns, • 



type 2 
RETURN 



CTRL/S 

CTRL/D 

Escape 

CTRL/N 

type 
RETURN 
type 
RETURN 

CTRL/S 



CTRL/D 
ESC 

CTRL/N 



CTRL/C 



ADD/CHANGE /DELETE codes 
♦ 



In this mode, you will first ent#fc the short code for a 
fi^ld. Any existing long code description assigned to^that 
code value will be displayed on the next line. You may then' 
enter a new description for t;hat short code'-by typing it in 
and pressing RETURN. To actually make' th« entry into the 
file, you must then ent%r a 

(for Save) . ' * . , 

Or you mSy enter a 

^to Delete that entry fi:om the file. 
Pressing the 

key will let you ^e-start the current entry, 6i you may 
enter a ' ^ *^ 

•to move on to the next code, 

the field value 

The Description 



Press the CTRL (control) and S keys together SAVES the 
descrit>tion. You must SAVE each entry as you go. 



DELETES the entry, 

ESCape allows you to re-start the current entry 
moves yoii'to the NEXT entry. 

When you are finishe<^ entering new descriptions, press 

the CTRL (control) and C keys together to return t:o the code 

menu , 
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USING DB MA<»TER 



SiiPEEDnJG^ DATA ENTRY 
Speeding data entr»; (p I£)NG.CQDE descriptions , cont'd: 



type 1 
RETURN 



check your set of descriptions 
^ to LIST DESCRIPTIONS^ 



Type . 
RETURN 

tjpe Y/u 
RETURN * 



RETURN"* 



type 3 
raiTURN 



typre 5 
RETUjPN^ 
ty^ie 7 
RETURN 



STARTING CODE VALUE - . 

Yes or no to send DATA to PRINTER 

m ■ ■* 

If yes, TUHN PRINTER ON, RETURN TO CONTINUE. 

. Check to see that you have the descriptions^ you want. Press 
to continue. . . 

^Once you have finished with one set of descriptions, you may 
to. SELECT A NEW CODE FIEID ^ , 

Thifi option will ^ake you -back to the field list at which 
• time xou may choose another field to work with. ^ ^ 

^ wien yoi^iartf' completely finished, " . ^ 
return to the FILE MAINTENANCE MENU. 



,.-to returj) to the MAIN MENU. 



4r 



■if 



4k 



14 



OSING DB MASTER 
SPEEDING DATA ENTRY 



Speeding data entry; (2) LAST RECORD DEFAULT MODE 



ESC 



Once you are in the ADD RECORDS mode, press » 

to CHANGE DEFAULTS. This causes the program to ask 

LAST RECORD DEFAULT MODE ? (Y/N) * ^ / 



type Y 
RETURN 



Yes 



Move through the form, entering the common values as you 
go. For example, you may want to add all the students in 
one school, in one grade, and in one class in one setting. 



\ 



To do so, set all of these values on the first record. Then 
each new record to be created will appear with these fields 
already filled dn on the form. When entering data in a 
record skip over the§e fields by pressing 
RETURN to leave, them as they are. 

If you want to change a default value, just start to type, 
and then the program will give you a blank field. • , 

- > 

' . Old DEFAULT values may be eliminated and new DEFAULT values 

may be set at. any time usin^ the LAST R^RD DEFAULT MODE. 
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USING DB MASTER 



SPEEDING DATA ENTRY 



Speeding data entry; (3) CREATE SHORT FORM 



type 4 

type Y 
RETURN 



RETURN 



From the >1AIN MENU, \ 

LOAD OR CREATE SHORT FORM. You will be asked 
CREAIE NEW FORM? (Y/N) 
Yes 



You ma^be asked to . 
INSERT DB MASTER into Drive 1 

You will then be shown the 
SHORT FOPM MENU 



type 1 
RETURN 

type 
RETURN 



CTRC/D 



type 

RETURN 

type 



RETURN 
type ^ 



RETURN 
type 



RETURN 
type / 
RETURN 
type 



Choose from: 

(ir CREATE A. SHORT FORM . 

(2) DELETE A SHORT FORM 

(3) RETURN TO MA|fN MENU 
ENTER your CHOICE (1 .to 3) : 
to CREATE A SHORT FORM 

All of the fields of your file will be listed. 

the number of first field to include on the SHORD FORM 

to select this field 

You may switch from the list to DISPLAY of the SHORT FORM by 
pressing the CTRC (control) and D keys together. 

This shows you a screen like the one you used to create your 
file to begin with. You can use this to visualize the 
layout of the SHORT FdRM. 
number for LOCATION: VERTICAL 

number for LOCATION: HORIZONTAL 

You may choose the Default 1^ or move the field over in 
relation to the numjDers across the top of the screen. 



Select all of the fields you want ai}d pos^^ion them. Then 
IF DONE. \ '-^'-^^ 



Then look at the form 6^d& decide if you want to edit. If so. 



FIELD # TO EDIT. 



Edit as you did in-crea^ng the file. 

ENTER p IF NO CHANfeES NgCESSARY 

NAME FOR THIS FORM (maximum 15 spaces) 
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USING DB MASTER 



SPEEDING DATA ENTR^f 



Speeding data entry; (3) CREATE SHORT FQRM ^ cont'd. 



type 3- 
RETURN 



type 2 
RETURN 



type 
RETURN 



type 4 
RETURN 



type N 
RETURN 



You will be shown the^HORT FORM MENU. 

(1) At this point you can select your form to use for adding 
records. 

RETURN TO MAIN MENU 



(2) You can DELETE A SJiORT FORM 
DELETE A SHORT FORM 

JTour short form names will be displayed. 
4 the number, of the one to be deleted 

(3) You can CREATE A SHOKT FORM to do a new one. 
Follow the procedure previously^ described 

Speeding data ^ntry; LOAD A SHORT FORM 

.From the MAIN MENU, 
LOAD OR CREATE SHORT FORM 

you will be asked ' 

CREATE NEW FORM? (Y/N) 

No 

You may be asked to INSERT DB MASTER into DRIVE 1 
* ■ 
The scifeen will show 
= > LOAD SHORT FOR < = 

fi NORMAL FORM 

1 Your short form 

2 ^ur short form 



type 
RETURN 



ENTER YOUR CHCKCE? ' 
your choice 3 , ^ 

The program will now shovn^ 



= > DB MASTER MAIN MENU < = 

You may choose either 

il) DISPLAY/EDIT/DELETIS /RECORDS 

(2) ADD RECORDS 

(3) LI^T RECORD^TO PRINTER 

and t^ke aclvantage of the -SSoRT FORM 



/ 
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USING DB MASTER 



SPEEDING DATA ENTRY . 



, Speeding data entry: LOAD A SHORT ^FORM fcbnt'd, 

wheh you are finished* using this particular srfoio; FORM 
reti^rn *to the MAIN MENU . >- ^ ^' i ' ♦^■t 

type Y LOAD OR. CREATE SHORT FORM ' , > , ' 

RETURN / * . . . , O- \ ' r * > 

Yqu may have to INSERT PROGRAM DISKETTO' IN jDR^VE 1> 

RETURN TO CONTINUE ; ' *■ 

The LOAD*. SHORT FORM menu will appear . ' . 

type ^ ^ tp load the NORMAL FORM again ^ ^ . 

RETURN - to ENTER your CHOICE " ' ' ' ^ 

This ,^will return you to the MAIN MENU /' * . ' 



ERLC 



Speeding data entry;^ (4) CTRL/I « INCREa4ENT ^ ; \ 

Another way .to speed data entry is ^to use the Cf^L; (control) 
and I keys ^o increase a value by' 1. For exarapldf an* D 
nunOber can be increment^ed for each new 
pressing ; 

CTRL/I when the cursor is on this field 



Use! this in cpnjqnction with the 
easily ent^rva whole series of r^ 



ii'; 




iEFAULT MODE to 



I'- 





USING OB MASTER 



DI^LAY/EDIT/DELETE RECORDS 



Selecting this menu option 



type 1 
RETURN 
Remove 
'iNSkRT 
RETURN 



selects this option 
enters your selection 

the DB MASTER diskette f rom DriiS^- 
your file diskette into Drive l^^v^afe^n pteas 
WHEN READY ^' ' " 

red light on disk drive 1 oh *q*" let ^wkiknow 

r file is being activated ^ ■^■'^^^'^ ''' '"^^^W 



The 
you 



Set;tinq thessearch criteria 



In order to speqify which reco'ri 



you must tell :^e; priograni to f 
want to start witifi the f^sP€'r!e 



V.CTJUT/F 



time, 
search for 



teGTRL (control) and F keys at'thi 
wever, if you wish to have the px?-o#i 
s^cifia records r you must qi4j^^0^ote detailed . 
' instructions. These instr,uc.tj^%|j6)^ the \forra o{ 




b work with, 
you simply 
file, press 



*rmmbers, letters and symbbl^^'^ 
for a particular field^^^^itj 
cursor to that field. ^ 



Irit^t'search criteria 
step is to moveVthe 



!jk3ving on a form.^ ^ 




RETURN 
ESC 

CTRL/JI 



Search cr 



'^y-^.r move^othe ciirgpt gorward^f rojtn one field to another 
moveS-tl^e cui^or back^^J^m field to field 
i V .-^pressing the CTRL (c^^nfe^^ N keys at the same time 
■ • moves , you to the J^EXT^^^if^^l^ iA the record 

t. . Once you have fiqjjrnd the f^^^^d you wish to search on, you 
may specify d^arch criterJ^^^ 

iteriai 



'I- 



■J: 



With DB MASTER you have 5 major ways to search for a 
; record, as shown at the bottom of the screeii: 

- ^ AARNG *WLD CD ( ) INCL ?ANY 
^[ Relationals 



if 



Each search option is described separately* 
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USING DB MASTER 



D^SPIAY/EDIT/DELETE RECORDS 



Editing records 



CTRL/F 



ESC 

RETURN 

ESC 

CTRL/N 

type 
CTRL/S 

CTRL/V 



pressing the CTRL (control) and F keys at the same time 
will tell the program to FIND the first record which 
Tneets the searcTi criteria. Once the record is displayed 
you press 

to EDIT the record V 

moves the cursor forward through the record 

moves the cursor back through the record 

moves the cursor to the NEXT page. When you have found 

the field you wish to edit or change, simply 

the change and press 

the CTRL (control) and S keys together SAVE a change. 
However 

the CTRL (control) and V keys together VOID the change 
if you decide not to go ahead with it. . 



Special editing options 



type + 



type * 
RETORIJ 
, type .80 
RETURN 

CTRL/S 
CTRL/V 
I 



CTRL/I 



' this MATH edit option allpws you to chaftg^ a field based 
on a mathematical computation. For example, to change a 
budget fiel^Jjrby a constant afmouht (say 20%) simply, 
at the bottom" of the screen, you will be asked to 
indicate +, -/ * (multiply) , or / (dividie) . Select one, 
for example * , 

then ENTER CONSTANT, for example, ,80 

the current figure in the chosen field will 
automatically be reduced by 20%. 
SAVES this change 
VOIDS this change 

this INCREMENT option allows you to automatically 
increase a value by 1. Simply find the field to be 
changed and press. ^ 

the CTRL (control) arrd I keys at the Same time. The 
number will automatically be increased by 1. 



Deleting a record 



CTRL/D ' 

type yes" 
RETUR14 



pressing CTRL (control) and D keys will initiate the 
DELETE option. If you ARE SURE 
TO DELETE 

Note: ONCE A RECORD HAS BEEN DELETED ?ROM YOUR FILE, IT 
CANNOT BE RETRIEVED. TJils is a good reason for keeping 
backup copies of your files. 
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USING DB MAST&R 



SEARCH CRITERIA: also used to SELECT records for a report 



Doing a RANGE search 



/IArng 



type A A 



RETURN 



type GZ 

RETURN 

CTRL/F 



allows you to search for a RANGE of alphabetic or 
numeric values 

Foi^example, to retrieve all clients in the first 

quarter of the alphabet (A through GZ) • 

after a name f ield. ^ 

The program will request that you 

a ENTER MINIMUM VALUE FOR RANGE = 

to indicate "minimum value" • 

to enter the value. 

The program will then request that you 

ENTER MAXIMUM VALUE FOR RANGE = 
to indicate MAX. ^' 

press CTRL (control) and F keys at the same time to FIND 
the records . 



If you want to search on more than one criteria , see 
those instructions. 

To EDIT or DELETE the records just found, see those 
instructions. 



21 



USING DB MASTEk 



SEAHCH CRITERIA 



Doing a WILD. CARD search 



*WLD CD 



allows you to perform a Wim CARD search/ that is, a * 
search which c^raatches the letters which are prfeceded by 

the *• / .. . ^Hr. 
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Note: You cannot use , it with numeric or dollar and cent 
fields,' . 

Use the wild card sea^ik if you >#ant to find records 
based on onp field, but are unsure of the spelling, 
length, or specific contents of the field. 



type 
CTRL/F 



For example, use- it if you want to find all of the 
records Chat start with the letters STANF, since you are 
not sure Vfhether a name is STANFORD or STANFIEIiD. . 

STANF* 

press CTRL (control) and F keys at the same time to FIND 
the records. 



If you want to search on more than one criteria ^ see 
those instructions, ~~ - 



To EDIT or DELETE the records just found, see those 
instructiorts. 



USING DB MASTER 
SEARCH CRITERIA 



Doing an INCLUDES search 



( )INCL 



type 

CTRL/F 
V 



allow&-you to search for ii string of bharacters -anywhere 
; in an alphanumeric field, only. 

■ <f 

Use the includes search if you want to get together all 
of the records which have the same *word, set of letters, 
or other characters in common. 

For example, you might want to search for all of the 
titles in an article inventory file wliich have the word 
"computer" in thejoa, such as Your first computer. 
Computers in the classroom. How to computerize your 
inventory , 

Because of the complexity of) finding characters anywhere 
in a field, this search is very time consuming. 

( ) computer " 

press CTRL (control) and F keys at the same time to FIND 
the records. ^ 

■ ■ ■ .' , ■ ■ . « ■ ■ ' ' 

If you want to search on more than one criteria ^, see 
those instructions.' ~ ' 

s . . ■ ■ ■ 

To EDIT or DELETE the records just found, see thope 
instructions. '3 



USING DB MASTER 



-SEARCH CRITERIA 



Doings an ANY search 



?ANY' 



type 
CTRL/F 



the any«^search may be usekJ anywhere in an alphanuiheric, 
telephone nuiiber, social security, or llate f ield. 

The program responds by accepting any character in that 
placej^ 

For example, you may not know if someone speLls a name. 
Gray or Grey. ThereiEore, 

press CTRL (control) and F keys at the same time to FIND 
the records. ... 



If you want to search on more than one, criteria , see 
those instructions. ~ ^ ^ 

.t ' • * 

To EDIT or DELETE the records just found, see those 
instructions.* 
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USING DB MASTER^ 
SEARCH CRITERIA . 

Doing a RELATIONAL search 



<> 



type 
CTRL/F 



these are relational search symbols 
LE§S THAN 

EQUALS • 
. GREATER THAN " ■ ; . * 

NOT EQUAt TO ,^ . 

GREATER THAN OR EQUAL TO • ' 

LESS THAN OR E^^AL TO ^ 

A relational search may be used with any field, A 
part ipular record Eiay be specif ied' by entering a 
critical field value like ID numbefc, phone number, 
name. Y6,u need not use the equal sign^ (») , If; for 

* example, you want to find ail student records with 
percentile scores less than or equal to 25, you would 
< « 25 after that field name. ^ . 

. press CTRL (control) and F keys at the same time to FIND", 
the recordav^'>;t'''-^^ • ' ■ 



If you Warfet^^e^rch. on^ mpre than^ne criteria , s ee 
those ina^i:r1^^ ■ """^ 

TO EDIT or DELETE the records just found, see those 
instructions-. ; 




IISINC; DU MASTER 
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SEAIlCll CRITERIA 



oejrchinq on more than one field 

, . ■ r ' V . ^ 

• Aou may search on" as many^as 20 fields on any combination of 
criteria (a RANGE search counts as 2, mininiam and maximum) . The 
program will warn yoa if yoa enter too many criteria, 

• Pressing ESC if yoa wish to change search criteria once they 
have been defined. This will work yoa backwards to the search 
criteria you wish to change. Then yoa mast re-enter sabseqfterft 
criteria* ' 

• wintering more than one criteria will resalt irt AND searches, 

■ ' That a record mast match each of the crrtei^ito to be 

•■■p 

identified in the search,:? ^ ^ ' 

• Up to 10 OR search criteria may be i nitiat^d 'b^-'^enter ing the OR 
criteria after all of the multiple AND cr iter'ia^^^iave bjpen 
entered. Press ' 

CTRL/0 , ^ 

rctor:; -^--^ ' . 

t/pe criteria the same as in an AMD search, after each OR 

criteria is entered press 

a blank 3creen will appear. 
Yoa will have to press 

CTRL -O 

^uTURN to request another OR criteria. 

When finished, press 
v'I'HL K to FIND the records conforming to the search criteria. 



\ 
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USING DB MASTER 



SEARCH CRITERIA 



Doing a TQTAL-STATISTICS search 



CTRL/T 



type 4 
RETURN 
CTRL/T 



type 70 
CTRL/F 



once all search criteri'a ha^^e been entered you, may run a \ 
search which gives you Total-statitftics fot the grtfUp, 

« 

For .example, if you have a student test score file and wish to 
know how fourth graders did who took a pretest, you would 



for the grade field and 
in the pretest field. 



Then you wovSld set the pretest^.f ield criteria at greater" 
than 0 . * " . ^ 
then press 

to tell the program to find those records. 

The program will search the file and show this on the screen. 



DATA FOR 
COUNT - 
SUM - 
AVE. - 
STD. DEV. 



PROTEST 



As each new record is found, the figures* .will change until all 
have been foiind. ' 



USING DB MASTER 

7 

LIST RECORDS TO PRINTER ^ 



Selecting this option 



type 3 
RETURN 

return' 

Remove 

INSERT) 
RETURja 



pnce you, are at the MAIN MENU 

LIST RECORDS TO PRINTER. If your printer is connected 
to SLOT #1 press 

to accept default value. If not, change the number and 
press RETURN 
TURN ON PRINTER 
to continue 

DB MASTER diskette ' 
FILE diskette into^RIVE 1 



Specifying the search criteria 



RETURN 

ESC 

CTRL/M 



CTRL/F 



You are presented with a blank form and the various 

search options. (see .jiirect ions fo^^ SEARCH CRITERIA) 

Set your s'earch criteria by moving the cursor to the 

appropriate fields. 

to go forward on the form 

to move back on the form 

to move from page to page 

.when y8u have set all of the criteria, press 
the CTRL (control) and F keys together. 



Printing records 



ESC . 



CTRL/C 



The program will automatically print all of the records 
that«match the search criteria, 

will stop the printing process 

When all records are printed, you will be returned to 
the blank form. Specify new criteria or press 
the CTRL (control) and C keys together to return. to the 
main menu ^ 




USING DB MASTER 



SETTING UP ^PORTS 

The following, discussions focus on the four elements of creating a 
report, n2uneiy, 

*1. The ;P^GE. Format determines the overall appearance of your report. 

Pagfei^'u^ whether the report will be dated, the number of lines 

oA^^^qe, and the spacing between records are included in the Page 

FG|i^.^ ' . , 

2. The^l)iATA Format is the main sub- format. It holds the actual 

i infoif^ipation that will be printed or displayed in your report. , 

Comments and footnotes, column titles, and the actual data, 'computed 
and comment fields and their positions are all in the Data Format. 

3. The SORT Format determines the order in which the selected records 
will be printed on your report. 

4. The SELECT Format contains the selection ^criteria that choose which 
records from the file will be included in a report. A' Select Format 
is set up in the seune way that you enter your criteria to search for 
a record or records in the Display mode. 



Selecting this option 

Once you are at the MAIN MENU 
type 5 to select SET UP OR PRINT REPORT 



Creating a new report 

type Y to tell the program that you wfkh to CREATE A NEW REPORT 
RETURN 

, You may have to 

Remove the file diskette from Drive 1 and 

INSERT PROGRAM DISKETTE IN. . . , DRIVE 1 press 

RETURN TO CONTINUE. 



A blank copy of the REPORT LAYOUT FORM is at the end df this Appendix, 
to be used in creating new report formats. 
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USING DB MASTER 



SETTING UP REPORTS 




* % 

Choosing an already^ dev^oped page format ^ 

The Screen Mill display the PAGE 1?0RMATS available. 
If you wish to select a format that has already beenn 
defined simply ^ n 

type the number to ENTER YOUR CHOICE * 



1 



RETURN 



Another menu will appear on the screen w^th the 
\ following four choices: * ^ 

1. PRINT out the specifications' for that format, if you 
choose this option, the program will print the forniit 
information and return once again to this menu. You 
may, if you choose, printf thie spec's for several formats 
before choosijig the one you wish tp use o^your new 
report, or deciding to create a^tyotally new sub-format, 

.2. REPJaACE this format. Sinc^you ^fnnot delete 

sub- formats (you woia.d Ijave a problem if yoa tried to 
• run a rep4)rt which needed the aub-€ormat that had been 
deleted), B MASTER will allow you to replace formats 
whicfti are no longeron use or which you would like 
• changed, with new formats? Note that any report set up 

9 earlier to use^uch a subformat will then use the 

replacemei^ format, . ' 

3. CqpOSE ^OTHER format. Thils option will return you once 
^ again to the ll*st of formats. You may then choose 

another format, which will return you to this menu, or 

enters to create a new format. 

^ 4. MOVE ON to the next sub-format, and use the last format 

• which you chose from the list here in constructing your 

• new master report format. / 

This process makes* it very easy to create a new Master 
Report Format from a combination of new and pre-existing 
sub- formats. 



USING DB MASTER 



SETTING UP REPORTS 



Creating a new page format 



type ^ 
RETURN 



type N 
RETURN 



The screen will display the PAGE FORMATS avai 
first choice, (1) STANDARD PAGJg, has these 
characteristics: 



PAGE FORMAT 



STANDARD 



PU?: DATE ON PJftSE? 
NlflBER PAGES 
spaces' BETWEEN RECORDS 
PRINT LINES PER PAGE ■ 
TOTAL LINES PER PAQ^ » 
^PAySE BETWEEN PAGES 



If 'you wish other character i^.t 





4i'?iis a PAUSE' 



VB'j^ff^ PAGES to feed sinqi^ s^f^^^ or •^<Jre 

SPACES -BETWEEN RECORDS. '.'■Jk^f.:'^^ " ' " ^' 



Sf>ACES -BETWEEN RECORDS, 
to CRElATE NEW FORMAT 

You will be asked i; 

IS THIS A LAEiiL FQ^Mi^T^ (Y/N*) 



You would use- this f»ii9at..for printing^rmiihin^ labels,*''' 
file labels, etc> ^*^^r't#>^-:: ; - ^ 

■ » ^ ' ^■■>- *f?;;\ ■ ■ ' .. • • '6 .-. 

if you want^p cr?&*ee .6 printed pr vscreen report format 
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^ The sqxeigra a roagp diagram of i%eport 



the secf^' 



^!^®%|pn is asHed; the program highlights, ' 



type 
RETURN* 
stype 
RETURN 
type 



RETURN 
type 

RETURN 
RETURN 
type 



RETURN. 
RETURN 
type 
RETURN 



J0 



Y<,(Yes) C^'n (NO) \to'pRIltT DJi^;^ REPOltT? ' 

Y (Yes)/N (No) to PRIIjfT PAGE NUMBERS? ^ 
number of BJuANK LINES ^BETWEEn' riJCORDS? 

You may LEAVE 0 to 9...{p » SINGLE SPACING) 

Y (Yes)/ N (NO) to STOP PRINTER "^TWEEN PAGbS? 
Use for sincfle sheets or Screen ^ports 

to accept standard 56 (LINES PER PAGE OF PRINT or 
number you want. 

Remember, IF YOU ARE PREPARING A StREEN REPORT, EN 
FOR NIMBER OF PRINT LINES PER PAGEI 



to accept standard 66 TOTAL LINES PER PAGE or 
number you want ^ 
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UiSlNG DB MASTER 
SETTING UP REPORTS 
Saving the page format 



■ r 



\ 



type 



type 
RETURN 



type 
RETURN 



type 
RETURN 



a NAME FOR THIS PORJIAI^ (m^ximifm IS letters) . '\ 

The screen will show you'' tl^ PAGfe FORMAT and .ask' IS OMiS 

OK? . . < * v^y ■■■ , ■ ■ 

Y (Yes) to accept or N (^j[o) to.^i^taJft over;''* 

The screen will display the CHQOSE PAGE FORH^ menu 

the number of the format you want^ or OT to CREib*]^ NEW\ 
FORMAT or ESC to return^ to the >1AIN MENU ' 

If you choose a formajt^stibh as ^e op/^u. ju§t er*%atfed, 
the screen tells you that ' ' * ^4 ' ^ 

iOU MAY NOW ■ / , v % V v ^, 

(1) PRINT FORMAT DATA \ / i^ . . k 

(2) REPIACE THIS FORMAT /tjie, pnJt Jway dfile't,^ a j y 
■format)- : ^ * r ^ ^- ^ ^^'r.<«^ ••• r;^v^:'^J' 

(3) CHOOSE ANOTHER FORMAT f 

(4) MOVE ON TO NEXT FORMAT^ c 



(1 to 4) TO ENTER your CYi(Aot tf 



It is a;;^ good idea to print tjie format cijjfcta as a recq*rdjjf^5 
so that Vou will remember its *4iarScbe|^tics. ftC 



Printing the format data 



type 1 
RETURN 
RETURN 



type 4 
RETURN 



to PRINT FORMAT DATA 
TURN ON PRINTER & PRESS 



The program will automatically print t^e chai;acteristicsv ^ 
It will then display the four chiDioe6> (1) PRINT, 
(2) REPLACE, (3) CHOOSE, or (4) MO^. ^ * A^' 



to MOVE ON TO NEXT FORMAT 



# "^32 
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^ Creating a data format 

T / ; • ^ ■ . ■ ■ . ■ 

type p to CREATE NEW FORMAT 
' I^TURN 

^ ,;!tETURN to accept a 79 column REPORT WIDTH. This will produce 

, ' report on a typical 8 1/2' X 11" page. 

For, SCREEN REPORTS^ ENTER 39^ since the screen is only 
39 columns wide. 

For wider reports^ specify the .width as determined 
during the layout process. 

On the following page is included information on: 

1. Creating comment line^ that is^ titles and footnote. 

2. Creating column titles 

3. Setting up computed fields. 

4. Entering the fields to be printed. 

5. Designating special report elements. 



If 
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SETTING UP REPORTS * 



Creat ing comment lines 

■ . V . — - ' . ' . ' 

^yP« Y if you want to give the report a header (title) and/or 

footer (footnotes) , ^ 
type N N (NO) if you do not 

RETURN ^ ^ 

Entering comment lines 

• Use your layout sheet to guide youl 

• enter lines 33 characters at a time. 

• Press RETURN for next section, 

• Use up to 2 lines. 

/» Leave line blank to skip a line on your report, 

• enter Top of Page comment lines first, foliowed by footnote lines 

1^ • If you do not waht a line centered, enter a @ after the last 
character on the lines. 

• After you complete each line, simply 

B / 

type Y to ADD ANOTHER COMMENT LINE.'- ^ 

m when you have entered all of the title and.^ootnotit lines 
^pe N to stop the process 

Editing comment lines * ■ 

type the number of the LINE TO EDIT, 

when you press 

RETURN \ the line will be erased an<3^ you can retype the line. 

CTRL/N to move to the NEXT WINDOW SECTION 

type /5 for NO EDIT when you are finished. 

RETURN 



Specifying where comment lines go 



5 

type the « COMMENT LINES Jat TOP OF PAGE? (Others will print 



RETURN 

0 - 



aa footnotes) * J- 
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Setting up computed fields 
type Y 
RETURN 



CTRL/N 
type 
vRETURN 

type 

IffiTURN 

type 

RETURN 
Type 
RETURN 
type Y 
RETURN 



if any of the fields in your report are^ t 
from other fields on your form. • 



The program will list the fields. 

will move you to the NEXT PAGE of fields. 
FIELD # CONSTANT) 

t r - r * (multiplication) (divide) y A (exponential) 

FIELD t (or CONSTANT) 

CONSTANT 

for ANOTHER computed FIELD or N to stop the process 
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Entering the fields to be printed 

CTRL/D allows you TO SEE THE REPORT' FORMAT or FIELD LIST 

CTRL/N allows you to move to the NEXT SCREEN or NEjfeP PAGE of 

fields 

RETURN TO CONTINUE 

• Use your layout sheet to guide youl 

type FIELD NIMBER IF DONE) 

RETURN 

type TAB ADVANCE 

RETURN { 

type r PRfKT WIDTH to specify the amount of space you wish to 

allocate to the column. If you leave this blank, it 
will default to the field length in the file. 
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Special Report Elements 
. Print widths 

• If you leav^. the Print V^idth space empty, the following tules. will 
determine the default print width that will be allowed for the 
current field: 

• Alphanumeric fields will be set to the width of the field in your 
file (same as the field length on your form) . 

• Phone number, Social Sepurity and Date fields will be set to.tneir 
proper lengths - 12, 11. and 8 respectivelyr^"X^ ' ; 

• Yes/Mo fields will be set to 1 character. ^ - 

• Comment fields will be set to their |aaximum legal length of 15. 

• Record Numbering wiH>use 4 spaces. / 

• All Other fields (Numeric, Dollar/CeiVts and Horizontal Sub- and 

V Grand Totals) will be set to eleven (Applesoft's maximum of nine 

significant digits, plus room for decimal point and minus sign) . 
REtdEMBER TO SET THE WIDTH OF THESE FIELDS TO 15 CHARACTERS IF YOO 
EXPECT RESULTS IN SCIENTIFIC NOTATION. ' - 

Long code descriptions 

• In order to speed data entry you may code field entries with a set 
•of up to 5 numbers or letters (see directions under speeding data 

entry: (l) LONG CODE DESCRIPTIONS) . 

m Using the FILE MAINTENANCE option you may then create" LONG CODE" 
DESCRIPTIONS (or table look-up values). 

• If you answer yes when the report data format module asks^about 
them, the program will automatically substitute your descriptions 
for the code in your file. ^ 

• Be sure to leave enough room to pVint the long description. 

type Y to PRINT LONG CODE DESCRIPTIONS or N not to [ 

RETORTS ? ' • S 
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Special Report Elements / cont'd, 



Horizontal subtotals 



By entering a number from 1-5, you. may add the conterits of this f ieild 
to one of the five subtotals. If you enter a "O" (or; leave the space 
blank) , this field will not be included in the subtotals or grand 
total. ,\ 



RETURN 



will entgj a )f for this option. 



Number after decimal point y . 

This ffgare will be used in formatting the printout of this field. 
Numbers are always printed right justified, and trailing zeros will 
be added, if necessary, so that your decimaj.- point;s (or the "ones" 
place if you enter zerp or leave this figure blank) will line up in a 
vertical column. — 



RETURN 



will enteir a ^ for this option.. 



■ ^Column sub to.tals and totals^ ■ 

■If you enter^ "Y" here/ subtotals. will«be kept for the values in 
this column, OTd printed, at each subtol^J; break (for information on 
subtotal breaks, see directions). A gtand tot^i will also be printed 

.at the end of the Report .; . : 



RETURN 



*f6r this oJ)tion 



Record numbering 




type 2 51 
type 2^2 



to Aunjb^r rt^brds by su^itot^l " X r ' • 

to nuntoer records/oy report 

,^u may have thef records pn your report numbered by the 
program. 'Record Nuinbering by Subtotal will zero the 
count' ^nd is tart 'over each time there is a subtotal \\' 
break. Record^Numbering by Repor t .will print a count 
from pne to the total, number of ;r ecords . in Vhe report./ 

'ii ' •■ » \ ■ I ■ 

If you do not enter the 4idth for a Record ^Number ing i 
field, i J; will be set to default of four.-! - 
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SETTING UP REPOKifS 

Speciajj Repor^t Elements , cont'd. 



Data coinments or labels 



type 225 
RETURN 



Dm^r 



ADD A CX14MENT 



3^r] 



A ComiJltent Field is a spring of 1 to 15 characters which wilL be 
printed in the same position ^in each record that is included in 
your report. Comment f ielda may be uised to ,add speci^il 
punctuation (for instance: %, /V orVi) or to add labels to data ^ 

fields. v' ■ f,.^ \^ " .-^ . .. ■ ' 

Comment f ields will be pr^.nted at %k<^h subtotal break^ with 
the totals at the end of the report. ^ ' • 

• *' . . . ' ,"' ' , ' 

In some cases, 'Cougment Fields may completely, teplace" the column 
titles. This can mkfe^ reports with several lines of data for 
each record easier to reaa* !ro usev^^is format, simply enter a 
descriptive Comment-Field (often the fi^ld name frcxn the form) to 
bds^splayed in froiit of the contents of each data field that y^u 
will^l^rint. v«» . . ^ . . , . 

-■».■■•'* ^ '■ ' - ■ ' " 

D B MASTER allows up to 20 comment fields \per tepOrt. To' enter a • 
comment field, use the field number lah4^ijed;/"/^d a Comment." ' ' 
^Eachl^ time, you add a comment, it will ap^ar in the field list, - 
and the number for Add a Comment wi^ be increased by one. . 

You^may choose any width from 1 to 15 characters for a ccMriment < 
field. The width will normally be equal to the number of spaces 
in tlxe comment'., if you do not enter * :value, .it will default :tp 
fifteen. ' 



EKLC 
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D B MASTER can "sort" yo'ur records -in alphabetic or numeric order 
• based on the cbntents of any of the fields in your file (but 4iot 
computed f ield^) , or on a combination of as maiiy as six fields. The 
information required to peirform a sort is stored in the Sort 
Sub-format. ' 

• (As with the other sub- formats, there will be a list and me^nu from 

' which you ;may choose an existing format to use, replace or print out, 
or to create an entirely new format.) 

• When you create a Wiei(; Sort Sub-format, a list of the fields in your 
file will appear on ydur screen. As before, you may enter a CTRL/N 
to display the Next page of the list. Below the list will be a 

. prompt asking for the number of a fi^d to use for your sort. 

• Your records are already sorted and stored in primary key order by D 
B MASTER. So obvj.ously the fastest way to run a report is to print 
it in primary key order (no sort required) . To print your report in 
this way, choose the standard sort format included by the program, 
which is called "File Order." (Or create a "null" sort format - that 
is, one with no sort fields at all.) 

When you run a report in primary key order, the records are taken 
from' the master data diskettes, and the appropriate fields are sent 
directly to your printer (or to the screen). 

NO TEMPORARY FILE IS NECESSARY WHEN PRINTING A REPORT IN PRIMARY KEY 
ORDER. 

• If you wish to print the records on your report in other than the 
primary key sequence, you may now enter the numbers for up to six 
sort fields. \ 

m D B MASTER will sort the file based on the contents of the first 
field that you enter. That field is called the "Major Sort" field. 
If there are two or more records with the same contents in that 
field, they will be sorted into the order of the second ?ort field, 
^ and so forth. 
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SETTING UP REPORTS 

Designating subtotal break fields ^ 

• If one of your sort fields Will have several records with each 
value, you may find it useful to "subtotal break" on the 
contents of that field. That means that every time the contents 
of that- field changes, the program will stop and print subtotals 
for all of your column total fields before printig the records 
with the next value in that field. 

m- After you have set up your sort the program will ask how many of 
the sort fields you want to Subtotal break on. . ' 

Note that in order ='to ^subtotal break on, for instance, your 
third sort field, you must also break on the first two fields. 



Identifying page bteaks 

I 

• You may also ask D B MASTER to automatically begin a new page 
whenever a subtotal break occurs on certain fields. If you are 
using continuous form paper, your printer will skip to the top 
of the next page as soon as the subtotal information has. been 
printed. Otherwise, thfe printer will stop after the subtotals 
and t|ie 'jprogram will prompt you to insert another sheet, of paper. 

• The same restriction that applied to subtotal breaks also 
applies to page breaks (for the same reason). In order to page 
break on the second sort field, for example, you must also break 
on the first, and so on. Also, you can only page break on 
fields that you also subtotal break on; 

• Note that it is not necessary to include a field that you will 
use as a page break field, as a printed field on your report. 
The name of the^ield and the new field content that is 
generating eadfi page break will be printed at the top of each 
page. And ^ince the contents of the field will be the same for 
all of the fields within that subtotal/page break grouping, 
printing the field in each recdtd would be redundant. 

• If you have S^ssigned a long, code description to the contents of 
the page break field, both the actual (short) field contents and 
the long code description will be printed at the top of each 
page. This occurs automatically - thtere is no need to request 
it. 
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Restricting the size of sort files 

• If you are not printing your report in primary key order, and if 
you have more than one diskette of records. in your file, you 
should try to break up the .report in some way so that your 
Temporary Print File will not' become too large. 

' ■ • IF A TEMPORARY PRINT FILE GROWS BEYOND A SINGLE DISKETTE, YOU 

WILL HAVE TO DO A GREAT DEAL/^OF DISK "SWAPPING." NOTE THAT THIS 
WILL NEVER BE A PROBLEM IF YOU PRINT YOUR REPORTS IN PRIMARY KEY 
'.SEQUENCE. 

• When you have named your Select sub-format, you are nearly 
finished. All that remains is to tie the four sub-formats into 
a single Master Report Format. 




USING DB MASTER 
SETTING OP REPORTS 



Setting the select criteria > 

• The procedure for selecting records for inclusi^pn iri a report is 
^ identical to the procedure for searching for- records for screen 

display (see pp. 20-25) . 

The same form which you haye-used in Searching for recbrds will 
appear on your screen. You may then enter as many as twenty criteria 
for the program to use in choosing, the records foif your reports 
(Each Range criteria counts as two of the twenty.) 

• You may use any of the searqh types in setting up your selection, 
including "OR's".. ^ 

• To print the entire f ile^ enter a CTRL/S to Save the format without 
entering criteria into any of the fields. Or simply use the standard 
Select format created by the program, which is called "All Records." 
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Saving a Master Report: Format 

The four 8ub;*£onnat8 which Yoi?^'ave now chosen or created will be 
treated by D B MASTER as a Jjirngle' Master Report Format (the 
inc^ividual sub-^^orraiats wilSrilso be available for inclusion in other 
Master Report Formats at ^jlrter date) • 

• The program. wiil now as^ il^lbu wish to store this Master Report 

Format foe repeated-use. If you do, you will be asked for c^ name for 
the Master Format, to use a descriptive name which will remind 

you of the contents of the format when you see it in a list of 
formats in the future. The next time you want to use this report 
fortiiat, you will not have to re-do any of theNprocedure that we have, 
just finished describing. .You will simply tellS^th^program which 
previously create M^st;er Report Format you wisKvto use, and the 
computer will take care of the rest J \ 
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SETTING UP REPOltes 

Giving the Fonnat d' different title ^ ( ' 

Finally, .yoa may. enter a title*^ for your report. ' If you are storing 
the master forinkt for repeated use, the master format n^e will 
become the default for the report title, sincp they-twili frequently 
be the same. Spress RETURN to accept the default; 4X type £n a 
different title^ < ^ 

• IF YOU ARE SETTING UP A LApEL FORMAT, DO NOT INCLUDE A REPORT TITLE 1 
If there is a default displayed for the title> press the SPACE bar 
once to wipe out the default,, then press RETURN. ' " 



V 
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USING DB MASTER 
PRINTING A REPORT 



Selecting the Master Report Format Desired 

There are' two ways to get the module which actually prints D B 
MASTER'S reports: one is by setting up a new report format and 
telling the system that you wish to print the new xeport right/away^ 
and the. other is from the Main Menu^ by entering a "5". ("Set Up or ' 
Print Report") and answering "N* to the qu^tion "Create New Re^rt?" 

• If you' haye come from sej:ting up a new forma^, the program will 
proceed to set up and print that report. Otherwise, you will be 
shown a list of the master report formats that have already been 
created for the file you are working with, and you may choose the one 
you wish to print. Note that the first format listed, called "Print 
All Records", is put there by the program, and includes the four 
standard sub-formats which D B MASTER sets up when it builds each 
file. \ 

• The directions on your screen will prompt you for the various 
diskettes needed by the prograun. Remenber that if you are printing a 
report wRifch is to be sorted, the system will have to build a 
temporary print field, so you should always have an extra diskette or 
two available. If you have a very large file, building the temporary 
file can take a half-hour or mcfre* The flashing cursor on your 
screeQ will assure you that the program is still working (it will 
also turn the disk drives on frequently as it builds the file), and 
the number at the center of your screen will tell you how many of 

'your records have been included in the report thus farr. 

• The program will ask you to confirm the date to be printed on your 
report. YOu may either press RETURN to accept the date as displayed 
on the screen, or press the ESCape key to enter a different date. 
This date may be entered ^n any format, so styles such as "30-NOV-80" 
are acceptable. The maximum length for the date input is nine 
characters. 
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Changing report paraigeters 

When your report is ready to prints a display will appear on your - 
screen. Yqu may now change mpst 5f the parameters which are set up 
both in th^ Page sub-rformat and in the Printer Parameters section of 
File Maintenance, plus a few extra features, as follows: 

(1) PRINTER SLOT # (0-SCREEN) 

(2) SIMIARY ONLY 

(3) FORM PEED 

(4) LINE, FEED . . 
. (5) INTERFACE TYPE . ' ' , 

(6) 5PACES BETWEEN ^RECORDS 

(7) PRINT LINES/PAGE 

(8) TOTAL LINES/PAGE 

(9) ^ STOP BETWEEN PAGES / 

.(10) STATISTICS ' ' 

(11) COMMAS 

• Those^^rameters which are normally set in File Maintenance or the 
Page format will default to the values set there. Summary Only, 
Statistics, and Commas will all default to "No". To change any of 
the Yes/No parameters, simply enter its number. Each time a 
parameter's number is entered, it will "toggle" back and forth ^ 
ll^tween Yes and No. To change any of the other parameters,' enter its 
nt^er^ and the program will ask for a new value. You may make as 
many changes as necessary before printing your report. 

• If you stop your report before it is finishe^ (by pressing "ESC")/ or 
after the report has been completed, jthe program will ask if you wish 
to- begin that repojt again. If you s^iy "Yes", the program will 
return to the Change Parameters display. You may then make whatever 
changes are necessary (if any) , and begin again. This process may be 
repeated as often as needed. 



47 



104 



USING DB MASTER 



PRINTING A REPORT 



Including statistical information in reports 

_ * t* 

Statistican information is avail^le in the report generator/ To get 
the Count , you must use "Record NiimSering by Report" or . "Record 
Numbering by Subtot^tl Break". The Sum is the sam^ as a column 
total. To get the Average and Standard Deviation fqr. tJiose fields 
which you are totaling, turn on the "Statistics"^ function before 
printing the report. This means that your existing reports can be 
'printed with statistics without having to recreate them. 

• ■ • ^ 

The statistics will be printed at each break where" column totals 
appear. You MUST have requested column totals on a field in order to 
get statistics for that field. 

, . ■ ■ • * 

• Statistics may also be included in screen and summary only reports. 



Printing summary only reports . \ 

• Finally, the program will ask if you would like a normal or a summary 
only report. A summary only report includes everything BUT the 
records themselves: that is it will print the report .title, comment, 
footnote and column title lines, subtotal and page* breaks, and column 
sub and grand totals.^ But the records themselves, which normally 
constitute the body ofi a report, will not be printed. The purpose of 
a summary only report/ is to save printing time and paper when the 
only facts which yoiy really need are the column subtotals and 
grandtotals. Any report format may be printed as a summary only 
report at some times, and as a regular report at other times. 
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PRINTING A JfePORT 

Stopping and starting printout ^ , . . 

• If the page format being used by your report includes stopping 
between pages, the program will stop whenever it is necessary to put 
a fresh sheet of paper into the printer. This feature may also be 
used with screen reports to print a full screen page/ then wait for a 
key press' before printing the next* page. 

• tn addition/ you may press the ESCape key ,to stop the report at any 
time (actually, it will finish printing the record that it is working 
on, then stop) . If you do so, the program^ will give you the choice 
of starting^ the report over again (from the beginning) , or returning 
to the list of availably master report formats, where you may choose 

. a different report to run, or enter a "O* to return to the Main 
Menu. In starting the report over, you may again choose printer or" 
screen, and summary only or regular reports. ; v\ 

• There is also a Stop/St^rt feature that will let you press any key 
(except, of course, ESCape and RESET) to temporarily stop the 

^ printout, and then press a key for a secpnd time to re-start the 
'reporr^rom the point where you stopped it. This is useful when 
screen report^ scroll off the screen, when /bhe paper slips in your 
printer, 6r when the phone rings and you want to stop the printer 
temporarily^ 

• When the report is finished, you may re-start it, choose another 
report th run, or return to the Main Menu. Note- that any time you 

. re-start a report you will have the choices mentioned above of screen 
or printer report, and normal or summary only report. So you could ^ 
for example, run a summary only report. So you could, tot example, 
run a summary only report on your screen, t^^ieil switch to your printer 
for a hard copy of the full report, and so forth, without returning 
to the list of available reports. 
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